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Changeable Type Bars 
© lucthicy lypownitin 


really “speak your language ~ 








In your business do you need certain 
special symbols from time to time for 
typing letters, manuscripts and reports? 


Then what you need is an IBM Elec- 
tric Typewriter because Changeable 
Type Bars can be installed in every 
new IBM! 


This revolutionary and exclusive 
Electric Typewriter development makes 
it possible to interchange in certain 
key positions regular and special type 
bars as needed. The wide selection of 
optional type characters includes sci- 
entific, mathematical, foreign-language 
symbols, and many other special char- 
acters such as subscripts and exponents. 


The switch takes only 30 seconds— 
you simply unhook the regular key and 
hook the special key in its place—or 
vice versa. 


Tell us your special needs. We’ll be 
glad to show you how easily and 
economically this new IBM feature 
can serve you. 


For additional information write 
TBM, Dept. G-3, 590 Madison Avenue, 
New York 22, N. Y. 


INTERNATIONAL BUSINESS MACHINES 


C+ G7rTchPeevV-ENw~TO+TGHes>zrtweTTia 





THE NATIONAL SECRETARIES ASSOCIATION 
25 East 12th Street 
Kansas City 6E, Missouri 


NATIONAL OFFICERS 


President—Mrs. Lilyan Miller 
651 Blaine Avenue, Akron 10, Ohio 


Northeast Vice President— 
Miss Cassandra Waterman 
132 - 68th Street 
Niagara Falls, New York 


Southeast Vice President— 
Miss Marguerite Dodds 
2100 North First Avenue 
Birmingham, Alabama 


Northwest Vice President— 
Miss Margaret Hesemann 
515 Ivinson Avenue, Laramie, Wyoming 


Southwest Vice President— 
Miss Eunice Beimdiek 
6603 University Drive 

University City 5, Missouri 


Secretary—Miss Helen A. Moe 
Brogan Construction Company 
321 Locust Street 
Des Moines 9, Iowa 


Treasurer—Miss Alice “Kitty” Cote’ 
5357 Swope Parkway 
Kansas City 30, Missouri 





Executive Secretary—Miss Helen J. Boyle 
25 East 12th Street 
Kansas City 6E, Missouri 


Editor—Miss Gerardine C. Hill 
304 Wood Street, Pittsburgh 22, Pa. 






THE ER TORY 





If you're like most of us, you still have a 
few—or maybe even a whole list—of Christ- 
mas gifts to buy. And probably your check 
book balance is looking less prosperous all 
the time. We've tried to help solve your 
Yuletide gift problems with some suggestions 
on page twelve that are guaranteed not to 
turn you into a post-Christmas pauper. 

Then on page twenty-one you'll find ideas 
for a taste-tempting holiday breakfast, a meal 
that’s often slighted if not completely for- 
gotten in the hullabaloo. 

And by the time the day before Christmas 
arrives we hope you're as relaxed looking as 
our cover girl, with your gifts wrapped, your 
office decorated and enough time to exchange 
“Merry Christmas” greetings with each caller. 
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A Message 
From Your President 


SMOOTH OPERATIONS are the goal of every business 
house and every industry. They should also be the goal of 
every chapter in this Association. 

Smooth operations are not achieved over night. The most 
successful companies are the ones 
which have been striving over a 
long number of years to build a 
close group of personnel who are 
interested in the welfare of the 
company; and personnel who are 
capable of assuming the various 
responsibilities connected with the 
management of a business. 

Smooth operations for your 
chapter will not be developed in 
one year. It will take time. It will 
also take the keen interest of every 
member of the chapter. Smooth operations depend on the 
promptness in which correspondence is handled; the effi- 
ciency employed by the chapter president in handling the 
executive board meetings and preparing for the monthly 
chapter meetings; the preciseness in which the treasurer 
keeps the financial records of the chapter; the administra- 
tive abilities of the members when they assume responsibil- 
ity for definite projects of the chapter; the business-like 
manner in which members discuss chapter activities on the 
floor of the business meetings, always bringing their com- 
ments out in the open; and upon the wholehearted coopera- 
tion of every chapter member. 

When you have attained smooth operations within your 
own chapter, you enable us to attain them on the national 
level. For example, when correspondence is handled prompt- 
ly, and when the financial transactions between the chapter 
and our National Office are handled in proper form, the 
paper work involved in serving you as efficiently as possi- 
ble is lessened and the effectiveness of our operations is 
increased. 

As competent business women you have learned the need 
for smooth operations on your job. It is to be remembered 
that smooth operations are just as important to the welfare 
of this Association. Without them we cannot make the pro- 
gress we seek to make. So let’s remember to carry over into 
our chapter activities the same degree of efficiency we have 
attained on our job. 

Carl Schurz said “Ideals are like the stars—we never 
reach them, but like the mariners of the sea, we chart our 
course by them.” 

We are at the Christmas season. Let us gaze upon the 
Star of Bethlehem and realize the great heritage that is ours. 
Let us acknowledge the many blessings that are ours, and 
in return for the privileges that we have as members of the 
great American business world, let us affirm the message 
of our emblem “Better Learning, Better Letters, Better Liv- 
ing,” and resolve to attain SMOOTH OPERATIONS in 
all our endeavors. 





Mrs. Lilyan Miller 
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Dear Editor: 

The Secretary is always good reading, and in the Septem- 
ber issue the article of especial interest to me was “Hand- 
writing Reveals Personality” by Dorothy Sara. Graphology 
has been a rewarding and gratifying avocation for me, even 
though I know far too little about it. 

Jo Ann Vitasek 

Fort Worth, Texas 
(We're pleased to know you enjoyed the article, Jo Ann, 
and we hope our other readers did, too.) 


Dear Editor: 

My boss was much impressed with our newest page 
(“Business Briefs for Mr. Executive”). He even took time 
to read it at the office, when he hasn't had time to read the 
business magazines for weeks. It made me very proud of us. 

Cassandra Waterman 
Northeastern Vice President 


Dear Editor: 

The Secretary arrived today and, I'll have to admit, I read 
most of it before beginning on an accumulation of corres- 
pondence. I enjoyed it a great deal and feel that all the 
members of the association are quite proud of the magazine. 

Eunice E. Beimdiek 
Southwestern Vice President 








Change of Address 


Four weeks are required to process a change of 
address. To insure uninterrupted delivery of your 
copy of The Secretary, please write to NSA Na- 
tional Headquarters before you move. Some mem- 
bers have not been receiving their copies regularly 
because they have been careless about a change of 
address notice. 

Notification may be made by letter or by post 
office form No. 22-S, giving the old address as 
well as the new, with postal zone number. 

If for some other reason you, or any member of 
your chapter, are not receiving copies regularly, 
please notify the publisher at 610 Wood Street, 
Pittsburgh 22, Pa. 











The Secretary 








‘EQXy Here’s the ideal Christmas Gift... 


From your boss to you, from you to a fellow-secretary, or maybe 
you could just tag it a special “from me to me” kind of present. Any- 
how, you won't want to miss this special holiday gift offer which brings 
you the humorous story of Kitty Unfoiled at the reduced price of $2.95 
instead of the regular $3.75. 
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Here’s what one leading newspaper said: 


From The Pittsburgh Press—". . . perhaps the first serious, non- 
technical book ever devoted wholly to the modern secretary, her per- 
sonality, pleasures and problems.” 
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National Officers 











At the Christmas season the glow of lights again fills our 
hearts with a remembrance of that first Christmas of long 
ago. One star in all the heavens, more bright than any 
other, led the Wisemen to humble worship of a new-born 
babe who lay in a manger in a stable. As a symbol of the 
light of the world, we place candles or electric lights upon 
our Christmas trees and are reminded of the Scripture 
which says, “Let your light so shine before men that they 
may see your good works, and glorify your Father which is 
in Heaven.” 

The first of this quotation is part of the installation cere- 
mony for national officers. In our acceptance of responsi- 
bilities to serve you, we have pledged to help light the way 
for the growth of our Association. We sincerely endeavor 
to guide you, realizing that we alone cannot do all and that 
we must also rely upon Him who led the Wisemen to 
Bethlehem. As we accept the challenge and the confidence 
which you have placed in us, we also bow in humility to 
Him who lighted the way of darkness for us. 

The Christmas story makes new and bright the light of 
God’s love. Through Christ’s life, the fullness of God's 
love shines clear as the stars and as far as time. May we, 
with thankful hearts, pause in gratitude for that shining 
star and ask God's guidance in illuminating the way for 
others. May the hope and the light of that first Christmas 
shine in your hearts throughout the year. 
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So You Are 


A. Treasurer 


by Kitty Cote’, National Treasurer 


All you have to do is take in money and spend it. If that 
is what you think, you are due for a brisk awakening. 

When you accepted the office of treasurer, you promised 
to fulfill your duties to the best of your ability, and it is 
your ability that has earned you the honor you now hold. 

To perform your duties to the best of your ability, you 
have read your Policy and Procedure Manual; you have not 
glanced through it, you have read it. 

You are thoroughly familiar with the NSA membership 
application blank and you know exactly the correct amount 
to forward to headquarters office with each application. 

Unless you are told that certain monies collected are des- 
ignated for a specified fund, you know that all checks are 
made payable to The National Secretaries Association. 

You keep your records up to date and have them ready 
for immediate transfer at the end of your term in office, or 
in the event of an emergency. 

You know all about NSA’s dues and fees and you do not 
penalize your members by failure to call attention to the 
delinquent date well in advance of that date. You know 
that payment after that date requires current dues plus a 
reinstatement fee. 

While no serious and loyal NSA member is ever delin- 
quent in dues, occasionally a busy secretary will have to be 
reminded that “tempus fugit” and it is your duty to do 
that reminding. 

The by-laws of NSA are the governing rule of our Asso- 
ciation just as the Constitution of the United States is the 
governing rule of our country. No one would fail to meet 
the March 15 deadline; it is just as important that every 
member meet NSA’s deadline. 

Secretaries find devious ways to relieve themselves of 
cash, and dues collecting time is often the bane of a treas- 
urer’s existence. 

By all means, retain your “cents” of humor. In NSA’s 
ledger of success you will find a dour, pessimistic attitude 
a liability; an enthusiastic, optimistic attitude will result in 
a long entry of happy memories. 

So you are a Treasurer? Congratulations, I am sure you 
are a good one! 








Date To Remember 
NATIONAL CONVENTION 


Place: Waldorf-Astoria Hotel 
New York, New York 
Date: July 21-24, 1954 











The Secretary 














Ino State Meetings 
Held in 
Southeast 


ALABAMA STATE MEETING 


The Mayor of Gadsden delivered the welcome address to 
the first State Meeting of the Alabama Division, when it 
convened October 3. At the afternoon session Douglass 
Olsen, English teacher at Gadsden High School, presented 
a lecture on letter writing, and Congressman Albert Rains 
was the principal speaker at the banquet that evening. The 
result of a round table discussion at the Sunday breakfast 
was the adoption of two goals by each chapter: organizing 
new chapters and giving a scholarship. At a luncheon on 
Sunday, SEVP Marguerite Dodds installed the new officers. 
GADSDEN CHAPTER was hostess to this successful meeting. 


NORTH CAROLINA STATE MEETING 


The first annual State Meeting of the North Carolina 
State Secretaries Association was opened October 23 with 
the presentation of the key to the city of Waynesville, 
N. C. to Mrs. Inez Greeson, State President, by Mayor J. H. 
Way. In a workshop on Saturday morning the responsibili- 
ties of NSA chapter officers, programs for meetings and 
increasing chapter membership were discussed. Mrs. Doyle 
D. Alley, secretary of the Waynesville office of the Park 
Commission opened a panel discussion on “Human Rela- 
tions in the Office;” she advised the holding of periodic 
conferences to solve office problems and urged development 
ot teamwork and a spirit of cooperation. Admiral W. N. 
Thomas, panel member, stressed the importance of confi- 
dence instead of fear among office personnel. The panel 
moderator, John M. Barnes, Industrial Relations Director 
of the Champion Paper and Fibre Company, offered a 
six-point formula for success in office work: (1) faith, 
(2) sincerity, (3) reality, (4) persistence, (5) humility, 
(6) compassion. 

The speaker at the luncheon on Saturday, David Felmet 
of Waynesville, discussed the importance of doing success- 
ful work, and praised the hostess chapter for its accomplish- 
ments since it was chartered in April 1950. During the 
business meeting in the afternoon SEVP Marguerite Dodds 
explained how NSA functions. Officers were installed at 
the banquet on Saturday evening. The convention was con- 
cluded with breakfast on Sunday morning. NSAers visiting 
the MOUNTAINEER CHAPTER were from Savannah, Atlanta, 
Roanoke and Birmingham as well as North Carolina cities. 


The Secretary 











ERASAGUARD 
The TYPISTS Pal 


With it you can Remove All Trace of Errors. Saves 
enough printed matter and TIME to pay for itself in 
ONE DAY. Many letters confirm that Erasaguard is 
indispensable for Efficiency. One Secretary writes, “I 
used an Erasaguard for several months in an office 
where I was formerly employed and now I find it dif- 
ficult to get along efficiently without one. I would like 
to purchase one or two. Is there a dealer in this terri- 
tory?” 








SHE DOES MAKE MISTAKES 





But she says ‘““The Erasaguard makes 


erasures so easy that 
IT’S MY REAL PAL” 





ERASAGUARDS ARE PATENTED and Sold only 
by Kee Lox Mfg. Co. 

Have an ERASAGUARD for yourself, 35 cents each, 
$4.20 a doz. Enclose stamps, money order or check, 
please, as it is too expensive to bill small orders. Send 
Today. Thanks. 





KEE LOX MFG. CO., ROCHESTER 1, N. Y. 
Send dozen Erasaguards Pica =EliteD 
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accounting, 


simplified 
for 
the busy 


secretary 


by MARY ANN STROTHMAN, C.P.A. 


During the past two months we have devoted our atten- 
tion principally to the LIFO method of inventory valuation. 
To give the proper perspective we should take a bird’s eye 
view of the whole field of inventory valuation and briefly 
consider each of the methods in common usage. The prin- 
cipal valuation methods may be divided into three groups: 
(1) cost, (2) market and (3) combination of cost and/or 
market. These groups may be subdivided as follows: 

(1) Cost Methods 

(a) First-in, first-out. 

(b) Average cost. 

(c) Last-in, first-out. 

(d) Standard cost. 

(e) Combinations of above. 
Market 

(a) Net realizable value. 
(b) Replacement cost. 
Combination cost and/or market 
(a) Lower of cost or market. 
(b) Retail method. 

The first-in, first-out (FIFO) and the last-in, first-out 
(LIFO) methods were explained in the October and No- 
vember issues of The Secretary. The various average cost 
methods depend on the theory that the cost of goods on 
hand at the end of any given period is the weighted average 
of the cost of goods on hand at the beginning of the period 
and all of the goods received subsequently. The period may 
be a day, a week, a month, a year or the span of time be- 
tween the receipts of goods. Generally, goods issued between 
receipt dates are priced (charged to costs) at the weighted 
average cost to and including the latest receipt. 

“Standard Costs” is a very broad subject in itself. For all 
practical purposes, standard costs may be described as the 
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costs which should be incurred under a set of assumed ‘con- 
ditions, which have been projected as a part of a procedure 
for controlling costs and measuring productive efficiency. 
We will discuss standard costs in a later issue, but, for the 
present, it should be borne in mind that standard costs are 
considered acceptable for pricing inventories only if they 
are adjusted so that they are reasonably close to actual at- 
tainable costs under current conditions. 

Net realizable value is used as a basis for pricing inven- 
tory to show how much a business could obtain for certain 
inventory items after deducting selling expense, etc. from 
the current selling price. This is done where the market 
prices fluctuate widely. As will be seen below, however, 
accountants do not approve of a net realizable value being 
assigned to an inventory item if it is higher than cost. 

Market values for inventories must be divided into two 
groups because some inventory items are not normally sold 
in the ordinary course of business. For example, a steel 
company would not normally be trying to sell electrical 
supplies. Moreover, they do not have a sales force trained 
to dispose of electrical supplies to the best advantage of the 
company. It is, therefore, probable that if they did sell 
electrical supplies the amount realized would be less than 
they would have to pay for similar items if they were buy- 
ing them through regular channels. In such a situation, we 
determine the price that would have to be paid to replace 
a given inventory item. This method of pricing is called 
“replacement cost.” 

There is a principal of accounting which holds that all 
costs and losses should be recognized as soon as they appear 
likely. Therefore, as was explained in the November issue, 

(continued on page 23) 


The Secretary 





Business Briefs” 


The introduction of Arabic 
numerals (which the Arabs 
borrowed from India) into 
Europe was truly a business 
milestone. Before the 
1100's records were kept in 
Roman numerals set down in 
chronological order. Add- 
ing subtracting, or multi- 
plying CCCLXXVIII and 
LXXIX was quite a job__even 
for a mathematician. 

* + * 

Private U.S. investment 
in Canadian industry has ac- 
celerated, according to the 
Department of Commerce. 
Such investment now totals 
nearly $5 billion, compared 
with $3.6 billion in 1950. 

Wages of the nation's fac- 
tory worker averaged $1.35 
higher in October than a year 
earlier in spite of an aver- 
age drop of about an hour in 
the work week. Bureau of La- 
bor Statistics concludes 
that the SCHEDULING OF OVER- 


TIME IS STILL WIDESPREAD. 
* * * 








Automotive News reports 
that new car stocks on No- 
vember 1 averaged 13.5 cars 
per dealer as compared with 
only 9 per dealer last year. 

52,000 private investors 
offered three times the 
amount needed to purchase 40 
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United Steel, Ltd. Church- 
ill's colleagues view this 
as a Signal victory for de- 
nationalization policies. 

Estimates from the Depart- 
ment of Commerce indicate 
that October dividend pay- 
ments for 1953 were $13 mil- 
lion above the $553 million 
paid last year. Payments 
for the 10-month period to- 
taled $6.59 billion as com- 
pared with $6.33 billion for 
1952. 





oe + * 

The Journal of Commerce 
observes that there is more 
money in circulation but 
only enough to take care of 
seasonal needs. Bankers 
wonder if there is enough 
zing left in the economy to 
start a fall-winter pick up 
in business. 

The President of General 
Electric, R. J. Cordiner, 
reports GE's sale for 1953 
will reach $3 billion, com- 
pared with $2.6 billion for 
1952. 





*~ * * 

The Office of Business Eco- 
nomics in the U. S. Depart- 
ment of Commerce finds that 
PRODUCTION AND INCOME CON- 
TINUED HIGH through the 
third quarter of 1953. Gross 


ensed for 
cone pleasure. 
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Executive 


national production has 
reached an annual rate of 
$369 billion, $3% billion 
below the preceding quarter, 
but $7 billion above the 
first quarter. Third quar- 
ter dip is due largely to the 
retarded rate of business 
inventory accumulation. 
Personal income in third 
quarter was up $2 billion; 
wages and salaries up $2% 
billion; rental income off 
$% billion; corporate divi- 
dends up $% billion. 

* a * 

Railway Progress notes 
that a sign of the times in 
passenger income is indi- 
cated by the Pennsy Railroad 
giving way to American Air- 
lines as the top earner. 
Shifting position was seen 
like this: 

1948 Million 
Penn RR $160 
N. Y. Central RR 136 
American Airlines 76 
United Airlines 66 
Eastern Airlines 59 
New Haven RR 56 
1952 Million 
American Airlines $158 
Penn RR 156 
United Airlines 126 
N. Y. Central RR 124 
Eastern Airlines 105 
Trans World Airlines 100 

















by HOWARD P. REUTER, Attorney at Law, 
Member of the Allegheny County Bar Association 
Pittsburgh, Pennsylvania 


for the secretary 


Earth-shattering Announcement: You may recall that 
sometime ago we wrote an article on Deeds. There was an 
error in the column, and we noted that a free copy of all 
the legal articles would be sent to those who caught the 
error. Well, we are starting to compile the legal articles into 
a single volume. As soon as the booklet is ready, a free copy 
will be sent to you alert winners. 

There was Lillie Wehe, for one, a Texas gal with a real 
sense of humor. Also, Mary Dwyer, Gladys Rigsby, Virginia 
Gibbs, Dorthea Schneider, Elsie Pelling, Virginia Bell and 
many others. Bless you all. 

To get back to the subject of CORPORATIONS: 

When Isham Cott enters into the bonds (how appro- 
priate!) of matrimony (note that this word contains the 
words “ma,” “trim” and “mon(e)y”) with Miss Take, we 
think of the result as a merger or consolidation. Usually 
when a merger takes place, one of the parties survives. 
When a consolidation is effected, we think of a new unit 
with both parties losing their identity. Now what would 
you call a union between husband (note that this word 
contains the word “band”) and wife? Of course, the hus- 
band’s name remains, and to all appearances, this would 
mean that a merger has taken place. (Seems to me, I've 
heard of some agitation to change this so that the wife's 
name shows up somewhere. ) 

To be realistic, we all know that a new unit has been 
formed with the wife in the driver's seat. Whether she 
rides side-saddle or straight-a-way, the husband closely re- 
sembles the horse who gets kicked in the ribs when he 
runs too slowly. So, looking at it this way, we can say that 
the union between Mr. Cott and Miss Take results in a 
consolidation. 
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Now here is where our legal tidbit for the month 
comes in: Two or more corporations may merge, with 
one surviving, or they may consolidate into an entirely 
new corporation. 





Ping Pong Balls, Inc., bakers of holeless doughnuts ex- 
clusively, and Holeless Doughnuts, Inc., manufacturers of 
ping pong balls exclusively, wish to merge or consolidate 
with each other. Note that the two functions of the corpora- 
tion are dissimilar. Can they merge? Before answering this 
question, let us go back to our discussion concerning the 
formation of a corporation. In one of the articles it was 
noted that a corporation could be formed for any one or 
several purposes. There was no requirement that the pur- 
pose be the same. Accordingly, what is your answer? 

You were right. The two corporations above can merge 
or consolidate (except in one or two States). 

The Board of Directors of each corporation makes a plan 
for merger or consolidation. The plan is then submitted to 
the shareholders who can approve or disapprove the plan. 
Of course, a majority of the outstanding shares entitled to 
vote is required. 

Then follows a similar procedure as in forming a cor- 
poration, i.e., articles of merger or consolidation must be 
filed, the intention to merge must be advertised, etc. 

I have just asked my secretary whether this is enough 
material for the column. She replied, “Uh-huh, I can tell 
you better, after I type it.” 

There is probably just room enough to wish you all 
the merriest of Christmases and the most satisfying of 
New Years. The latter is probably assured since these 
legal columns will no doubt end within a few months. 


The Secretary 











Mrs. Betty Jaax Long of LAKE SHORE CHAPTER in Chi- 
cago is one secretary who believes that ingenuity pays off. 
Her “pay off” amounted to $100 for submitting the best 
company suggestion of the year. Theme of Betty’s useful 
hint was human relations in business, with the emphasis on 
personal follow-up and contact procedures with company 
clients. 

Talk about beginners’s luck! Joy Doyal of CASCADE 
CHAPTER (Salem, Ore.) is a Marion County court secre- 
tary, but she sounds like a hunter from way back. With a 
.38 caliber pistol she nailed a buck from 200 yards away. 
Since then she’s been acclaimed the “dear” with the first 
“deer” in the party. 

Martha Avery, LOUISVILLE CHAPTER, (Louisville, Ky.) 
sailed for Europe on October 16 to visit her sister in Gen- 
eva, Switzerland. Paris, London and Italy are also included 
in her itinerary. PITTSBURGH CHAPTER members really had 
a big time recently when they spent a day at the races at 
Waterford Park in Chester, W. Va. 

Since September Lois Bennethum, MOUNTAIN VIEW 
CHAPTER, (Fort Collins, Colo.) has been answering to the 
neme of Mrs. V. Mark Holzfaster. Ruby Racich, TETON 
CHAPTER, (Casper, Wyo.) is now mixing marriage with 
secretarying for Stanolind Oil & Gas Company and thinks 
the combination is tops. 

Esther Johnson, GREELEY CHAPTER, (Greeley, Colo.) 
has been elected secretary of the Weld Chapter of the Na- 
tional Arthritis and Rheumatism Foundation. Jennie Pouh, 
President of the ABRAHAM LINCOLN CHAPTER (Spring- 
field, Ill.) led a panel discussion on “The Secretary and Her 
Duties” at a recent meeting of NOMA. 

Here’s news from the Southeast and Baltimore’s MONU- 
MENTAL CHAPTER... Jean Funk has been selected to serve 
on the National Public Relations Committee representing 
the Southeast. 

Eva Hajek has left MONUMENTAL to live in sun-kissed 
Florida. Wanda Sczeck started her vacation taking in the 
sights of New York before leaving for Bermuda. Helen 
Shea enjoyed a two-week ocean voyage to Nassau. Mrs. 
Marie Page Shepard represented MONUMENTAL at the Na- 
tional Convention in Seattle, then continued on to Banff. 

Margaret Cross was talking on her phone when in troop- 
ed seven of her co-workers with an anniversary cake and 
bottles of champagne. The office quartet rendered its own 
version of “Happy Anniversary to You’—it was Marge’s 
tenth year with Acme Steel Company. 

Several months ago lovely Maude Johnson became the 
bride of Ronald Lampke, and Marcie Scullen recently re- 
ceived an exquisite diamond for that third finger, left hand. 

Etta Mueller of CAPITAL CHAPTER ( Washington, D. C.) 
became the bride of Howard Olmsted on October 3. The 
Olmsteds motored to the Smoky Mountains for a three- 
week honeymoon. 

Janie Fowler of QUEEN CHARLOTTE CHAPTER (Char- 
lotte, N. C.) and Albert Walpole, Jr., were married in 
Janie’s home town of Hickory, N. C., in November. 
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Don’t 
tell your boss “W, 
what this says... 


shi Mo Cag 
O2zD ery 7 “AO 
79 A& A070 — 
IBV yp Em, 
ag A aa y —?* 





Here are carbon we og designed to remove the drudgery 


from preparing carbon copies. 


M & V’s cut-corner clean-edge convenience ends soiled 
hands . . . the slip-proof Miracle Tone curl-less back and 
smooth, flawless carbon finish put an end to smudging. 


And the longer wear you get from each sheet . . . the 
super manifold quality that makes possible more clean 
copies . . . will make a hit with your boss. 


Be sure also to discover the unmatched beauty of write 
produced by an M & V ribbon in your typewriter. The 
most critical boss will say he never saw neater work. 


Tell your office grein purchasing depart- 
ment—that you'd like to try M & V carbon papers and 


typewriter ribbons. Or mail the coupon today for your 
free samples of M & V carbon paper. 


Carbon Papers 
and Inked Ribbons 


MITTAG & VOLGER, INC. 


Park Ridge, New Jersey 














MITTAG & VOLGER, INC. _ Park Ridge, New Jersey 
Send me free sample sheets of M & V carbon paper. 














I use a Regular [_] . Noiseless [] 
Electric [1] typewriter and usually make- copies. 
Name 

Address 

City. —Zone____State 
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Christmas 


Gift ss y. 


Finding pretty (and prac- 
tical) Christmas gifts that 
don’t break the budget is a 
problem we all have. Here 
are several ideal solutions, 
and you can purchase most 
of them at your nearest de- 
partment store. 
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1. Small and smaller plaids, called Match 
Mates, are printed on Eaton’s sheerest 
paper. On the letter sheet the plaid is an 
unobtrusive background for your message; 
inside the envelope (to show through), 
the smaller plaid assures mail a “fashion 
entrance” and special attention. $1.50 for 
36 single sheets, 24 lined envelopes. 


2. Here’s a neat way to trim your Christ- 
mas tree and also be able to pluck a gift 
from it to give to each unexpected holiday 
guest. Cheramy’s perfume lantern holds 
precious cargo: three candle-like flacons 
of April Showers, Cappi and Frolic. A 
bright gift for $1.00 (plus tax). 





3. Metal ball lamp and stand offers easy 
adaptability. Perfect as spot to dramatize 
your favorite picture or room decoration; 
ideal night light for nursery, bedroom or 
foyer. Black wrought-iron stand with 614” 
black or white globe. Awarded “Good 
Design” by New York City’s Museum of 
Modern Art. $6.95 pp. Order direct from: 
TUNE KAMEN, 270 Park Ave., New 
York 23, N.Y. 


4. Designed as a glamorous bag and/or 
sewing kit, Belding Corticelli’s “Debu- 
tante” is covered in black satin brocade 
and lined in red satin. When not “doing 
the town,” it’s a handy sewing kit with 
14 spools of mercerized thread, 10 spools 
of darning cotton, scissors, needles and 
thimble. $3.98 at notion counters. 





5. This dramatic “Toreador” blouse by 
Ship ’n Shore would look sleek with pants 
of the same name, or with a casual skirt, 
on anyone from a teen-ager up. Made of 
pima cotton and guaranteed washable, it 
comes only in white with the embroidered 
ruffle down the front and on the cuffs in 
red, black, or white. Sizes 30-38, at $3.98. 





6. Gotham Gold Stripe uses beige for the 
embroidered flower borders outlining the 
top of the bodice and hem on this beauti- 
fully sculptured slip. Insert band of floral 
embroidery marks the pettiskirt, too, over 
a wide ruffle of nylon net. Beige embroid- 
ery with white or. “wild honey.” Slip, 
$5.95. Pettiskirt, $4.95. 





7. This DuBarry flower-strewn, acetate gift 
set features cologne concentrate and a 
non-breakable pink plastic bottle of silky- 
soft talc sachet. Teen-agers, business girls, 
young matrons, mothers and grandmothers 
... you couldn’t go wrong on this gift for 
any of them. $2.50 (plus tax). 





8. Good grooming aids for men have 
shown a tremendous sales increase, and 
this one’s a real conversation piece. De- 
signed by men for men, “Fancy Pants” is 
Courtley’s colorful and amusing slip-on 
wrap for two masculine grooming aids: 
crisp cologne and refreshing after-shave 
lotion. Each $1.35 (plus tax). 
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If Youre Looking for Something Unique 


at a Higher Figure 








Harriet Hubbard Ayer’s patent leather 
train case has a wide mirror in the lid and 
a washable, water-proof lining. It comes 
with four beauty essentials: cologne, skin 
lotion, cleansing cream and dry skin cream. 
Case looks compact and rides along at 
your side as easily at your purse. Room 
for a nightie, slippers, change of lingerie 
and those extras every woman slips into 
an open bag. $18.50 (plus tax). 
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A smartly styled cowhide shoulder bag, 
imported from Guatemala, contains a 
large, suede-lined compartment, with small 
personal card pocket. Handtooled glove 
compartment on back of bag. Full length 
adjustable shoulder strap. Seven colors: 
Palomino, Paprika Tan, Chocolate, Black 
Red, Green or Navy. $14.70, tax included. 
Order this direct from: Bropar Shop, 1029 
Donaldson Ave., San Antonio 1, Texas. 





i) Why does the happy elf in 
= the red cap and iA and _ 
white whiskers remind you of 
BUCKEYE RIBBONS 
and CARBONS 7 


Cavse we all know the two way 
pleasure that comes trom ging : 


BUCK] and his pals here and now wish you and yours 
a 
MARVELOUS CHRISTMAS 


and promse to give you more working pleasure Ly your wsing : 
BUCKEYE RIBBONS AND CARBONS 


7211 St.Clair Ave., 





Cleveland 3, Ohio 
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by NELDA R. LAWRENCE 


Associate Professor of Secretarial Administration, 


University of Houston 


summary of a study of non-dictated 


secretarial writing in the United States 


There was more than one reason for undertaking this 
detailed study of the kinds of writing which executive sec- 
retaries are composing on their own. Actually, there were 
four reasons: 1. Find out the &inds of non-dictated business 
writing done by high-level secretaries. 2. Find out how 
much of each kind of writing is done. 3. Find out what 
secretaries themselves think about the ease or difficulty of 
composing each kind of communication. 4. Relate the kinds, 
amounts and difficulty of writing to the secretaries’ posi- 
tions and their educational backgrounds. 


In sixty cities throughout the United States secretaries 
received check lists of forty items—letters, reports, items 
for publication and miscellaneous writing—which they were 
asked to examine and indicate which they wrote “frequent- 
ly,” “seldom” and “never,” They were also asked to tell 
about their educational background in English and in busi- 
ness writing, the kind and size of the company for which 
they worked, the position which their immediate supervisor 
held and the length of their secretarial service. 


The women who returned the check lists were also asked 
to send typical samples of the kinds of communications 
which they were accustomed to composing in their offices. 
Two hundred secretaries from thirty-seven states responded 
by returning the check lists; eighty-four of them sent five 
hundred-twenty samples of their non-dictated writing. 


Now began the job of analyzing the amount and kinds 
of the communications and what the secretaries thought 
about them. Writing samples were read and appraised, 
with special attention given to spelling, punctuation, gram- 
mar, vocabulary, tone and reader appeal. 


Here’s what the analysis of the data revealed: 
1. Secretaries composed many more types of business com- 


munications than have been generally recognized by 
business educators and writers of textbooks for secre- 


tarial training. 
2. The letters written most frequently (in order of fre- 
quency) were those expressing appreciation, making 
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inquiries, giving instructions, expressing congratula- 
tions, giving personal information, ordering and reply- 
ing to inquiries. Letters of cancellation, follow-up and 
transmittal were frequently written. 


. The letters written least frequently were those serving 


as contracts, presenting bids, introducing new products, 
and dealing with credit and collections. 


. Secretaries composed more letters than reports. The 


most frequently written type of report was the periodic 
report. 


. Most secretaries composed minutes, agenda and memo- 


randa giving instructions to company personnel. 


. A small number of secretaries wrote radio or television 


script or continuity, summaries of articles from profes- 
sional or trade publications and annual reports to the 
stockholders. 


. The official position of the secretary's immediate super- 


visor had a definite influence upon the amount and 
types of business writing which she did. The sales ex- 
ecutive’s secretary wrote the most letters and most re- 
ports. The secretary to the president wrote the most 
goodwill letters. The secretary to the company secre- 
tary wrote the greatest variety of communications. 


. The kind of business in which the secretary was em- 


ployed had a positive effect upon her writing task. 
Secretaries in manufacturing firms had the greatest 
variety of writing; those in banks and service organi- 
zations wrote the most goodwill letters; those in gov- 
ernment agencies wrote the most reports. 


. The size of the company in which the secretary worked 


was a factor in determining her writing duties. Those 
who worked in companies with 1,001 to 5,000 em- 
ployees wrote more reports than those in larger or 
smaller organizations. Secretaries in smaller companies 
wrote a greater variety of letters than did those in larger 


companies. 
(continued on page 22) 
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From appliances to zithers, you'll find public 


opinion, and habit cause soaring sales 





Surveys Spur Sales | 


| 


by 
WALTER M. MEGRONIGLE 


A sales manager for a leading appli- 
ance distributor spoke before a service 
club recently. “Not all our success comes 
from the efforts of our salesmen,” he 
said. “Last year when our sales were 
dropping off, my secretary suggested 
that we spark our local advertising with 
the results of a survey. We knew this 
survey had to turn up something start- 
ling. So we brought in a survey firm and 
had their men sit down with my secre- 
tary and her mother because we wanted 
to get the woman’s viewpoint. 

“Three weeks later we knew how 
many baskets of clothes the average 
woman lugged from the second floor of 
her home to her washer in the cellar. 
We not only knew how many washer 
loads of clothes, but also how many 
hours it took to get out an average wash 
on a blue Monday. This, plus a lot of 
other factors we hadn’t known, helped 
us advertise and sell successfully.” 

Increased sales may not always come 
as the result of an activity suggested by 
a wide-awake secretary. But this par- 
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ticular secretary was alert to the many 
values of the modern survey. Today 
more and more consumer goods are be- 
ing sold because someone has found the 
answer to such questions as “How many 
times a day does the average woman 
put her hands into dishwater? Is cereal 
or eggs winning the battle of the break- 
fast table? How many shaves does the 
average man get from each razor blade? 
How much money does the average fam- 
ily want to spend on a vacation?” 

Not all surveys seek answers for the 
purpose of spurring sales. National Mar- 
ket Analysis, Inc., of Pittsburgh, Penn- 
sylvania, reports an increasing number 
of surveys to determine the popularity 
of the product once it has been sold. 
One manufacturer on studying the find- 
ings of an NMA study said, “The pub- 
lic does a better job of redesigning our 
product than our own engineers. Only 
by getting the purchaser's honest im- 
pressions can we hope to build a better 
product year after year. We've had wom- 
en tell us to move a lever or dial this 


way or that and, lo and behold, the 
product is ten times better.” 

Gathering the impressions, opinions, 
habits and practices of the public is a 
specialized business. It calls for an hon- 
est cooperation between a business, in- 
dustry, or association and the survey 
firm it employs to do a job. Ego and 
temperament must take a back seat dur- 
ing the creative phase. The business man 
knows his market and his product, so he 
has much to offer on these subjects. The 
survey specialist has a thorough knowl- 
edge of people. He knows what kind of 
questions they will answer—and answer 
truthfully. Only by combining the two 
can the client be assured of a good start. 

The method of conducting the survey 
is also a specialized activity. Because of 
the cost factor the survey specialist may 
elect to use the U. S. Mail or employ a 
well trained group of men and women 
to ask the questions in any city, state or 
group of states. The Pittsburgh firm re- 
cently ironed out details for the estab- 
lishment of a permanent “Neighborhood 
Product Study Organization.” If success- 
ful, carefully selected thought leaders in 
various communities would be asked to 
give their stamp of approval, or reject 
new or redesigned consumer products 
submitted to them for trial. It is the be- 
lief of National Market Analysis, Inc., 
that an approval from community groups 
would carry as much, if not more weight, 
than the approval of the scientists of 
national testing organizations. 

Observation is playing an ever greater 
part in the modern survey. Hollywood 
has produced a movie called “The Thief” 
in which the star, Raymond Milland, and 
the supporting cast, do not speak a line. 
The more progressive survey organiza- 
tions have turned up some splendid find- 
ings without asking a question. By ob- 
serving the buying habits of people, 
NMA men are able to spot those items 
which are bought on impulse; they know 
what products sell because they have 
been given excellent positions in store 
displays; they have been able to com- 
pare the effectiveness of sales activities 
and programs. Finally, by combining re- 
search, on-the-spot observation and per- 
sonal contact, they can pretty well pre- 
dict whether a new product or service 
will move in a new or competitive area. 

Many a professional secretary has been 
an excellent respondent in a nationwide 
survey. But armed with a knowledge of 
the survey and its many values, she may 
well prove to be of real service to a 
despondent boss. 
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Connecticut's Secretary of State, Alice K. Leopold has 
come a long way in public life and service since, as a mother 
of two small boys, she became interested in the Parent- 
Teachers Association in the small town of Weston, Con- 
necticut. Connecticut’s only elected woman state official, 
one of the few in the country, is a lady who travels a 
round trip of 160 miles each week-day from her home to 
her duties at the State Capitol in Hartford. Distance seems 
to have both a challenge and enchantment to Connecticut's 
Secretary of State, who has in her activities and travels ac- 
quired nationwide recognition as a woman with something 
to say and the ability to carry through on projects. 


Her talents and enthusiasm were most recently recog- 
nized by President Eisenhower who named her to the im- 
portant Commission on Intergovernmental Relations. This 
group, which comprises many of our country’s most distin- 
guished citizens including several governors and cabinet 
members, is assigned to study the relationship between the 
state and federal governments. Ac the first meeting, in the 
White House, Mrs. Leopold was named secretary of the 
Commission. 


One of the four elected women Secretaries of State in the 
country, Mrs. Leopold recently took over the administration 
of the State Government, for two days, as Acting Governor 
during the absence of Governor John Lodge and Lieuten- 
ant-Governor Edward N. Allen. This was one of the many 
splendid tributes and responsibilities which have come her 
way during her career as a public official. 

Providing you're one of the militant multitude who 
thinks politics is no field for a lady, you should spend an 
hour or so with Connecticut's Secretary of State. 


Alice Leopold, who regards public service as the most 
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Connecticut’s Secretary of State, 
Honorary Member of Hartford Chapter 





Among the many facets of Alice Leopold’s activities is 
her career as a toy designer. She is shown sketching a 
new item for her “My Town” buildings, as son John 
looks over her shoulder. 


important profession to which a person can aspire, is proud 
to be “in politics.” A long-time active supporter of the 
“more women in government” philosophy, Mrs. Leopold, 
as a member of the 1949 General Assembly, left many vet- 
eran legislators breathless with her vigorous approach to the 
business of lawmaking. Although it was her first term, tra- 
ditionally the breaking-in period, the woman from Weston 
was appointed immediately to two important House com- 
mittees—education and labor. She was instrumental in the 
passage of such important legislation as equal pay for equal 
work, expansion of the state vocational schools and estab- 
lishment of the Emergency Teachers Training program. 


Mrs. Leopold's debut on the state political scene, as Wes- 
ton’s representative, nominated by the Republicans and 
endorsed by the Democrats, did not come unheralded. She 
had previously served on education, housing and minimum 
wage committees under Governors Baldwin, Hurley and 
McConaughy. Her bid for the GOP nomination as Secre- 
tary of State wasn’t a surprise, although probably few people 
were betting on her chances for victory over four seasoned 
opponents in the Republican convention. 

In her Capitol Hill Office, where the door is always ajar, 
if not wide open, Mrs. Leopold gives every indication of 
bringing to her job as Secretary of State, the same enthusi- 
asm and know-how which has made her a respected legis- 
lator and businesswoman (she has been a personnel admin- 
istrator in leading Baltimore and New York department 
stores), and a prominent civic leader in Fairfield County. 
Her office, teeming with activity, is an important link be- 
tween state government and the public. To the Secretary of 
State's office come a variety of people interested in a variety 
of things: official records and publications, information on 
governmental processes and vital facts and statistics. 


Active in politics at the local level as well as in civic 
causes, Mrs Leopold, who has successfully combined careers 


The Secretary 


















in and out of her home, believes that “politics in this era 
must be an integral part of every person's life if a really 
workable democracy is to be maintained.” 

She calls it “an essential second career for every man and 
woman.” In fact, that statement was the core of the Connec- 
ticut Secretary of State’s address to the Goucher College 
student body when she returned to Baltimore and to her 
Alma Mater as guest speaker on Goucher’s Career Day pro- 
gram. Mrs. Leopold is a member of the Board of Trustees 
there. 


To the state political scene this lady official, wife of an 
advertising executive and the mother of a pair of energetic 
boys—one a junior at Dartmouth, the other a high school 
junior—brings what seems to observers to be phenomenal 
energy. In addition to her official chores, week after week 
her schedule is filled with a staggering number of public 
addresses, radio and television appearances and conferences 
on many projects. 


Politics in government is part of the regular daily diet 
at the Leopold home—and they all apparently love it. Prob- 
ably the most enthusiastic constituent his mother has is fif- 
teen year old Johnny Leopold who conducts a personal pub- 
lic opinion poll and summary of important events of the 
day in government. With Johnny as moderator, Mrs. Leo- 
pold is the guest on his running quiz show at home. 


Several years ago, when her two sons were small, Mrs. 
Leopold deplored the fact that little boys had to use make- 
shift nooks and crannies as garages, firehouses and airplane 
hangars while little girls could get elaborate and luxurious 
doll houses to help them play. 


So she set out to remedy the situation and designed a 
firehouse complete with sliding doors, a brass pole, a bell 
and even a pool table. What started as a project to amuse 
her own children soon blossomed into a full-scale toy manu- 
facturing business which is still making Christmas brighter 
for many little boys. 

Mrs. Leopold took her firehouse design to a leading toy 
manufacturer in New York and it became an immediate 
success. She had them made in Bridgeport and now they are 
sold all over the world. The line has been expanded to in- 
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clude garages, railroad stations and airplane hangars as well 
as the original firehouses. Toy-designing and manufacturing 
is still one of her favorite pre-occupations. 

As Secretary of State, Mrs. Leopold correlates a multitude 
of duties. She supervises all elections held in the state, ad- 
ministers laws concerning the operation of corporations and 
publishes many books and pamphlets concerning the state, 
including the State Register and Manual. She is official 
keeper of the State Seal which is used to formalize and 
certify official documents and because of her “open door” 
policy she has become the unofficial hostess to visitors in 
the Capitol. 





For two days recently Secretary of State Alice Leopold moved 
across the hall in the State Capitol to assume the duties of 
governor. Here she takes a folder from Francis Wessell, who 
has served as Executive Clerk to nine previous governors. 


Mrs. Leopold is tall, dark-haired and attractive. Her man- 
ner is always charming and gracious and her office, deco- 
rated in shades of blue, provides a bright spot in the other- 
wise dreary Capitol. 


Among Mrs. Leopold's projects in the most recent session 
of the Connecticut General Assembly was the presentation 
of the first election laws revision in the state since 1860. 
For nearly a year and a half she worked on recodification 
and clarification of the old laws to prepare this presentation 
to the 1953 session. It was a tremendous feather in her cap 
when the legislators enacted into law the results of her long 
and arduous efforts. 


Another big project is Mrs. Leopold’s attempt to cata- 
logue and organize the hundreds of thousands of records 
and official documents kept in her files. Just recently 32 
tons of useless material in these files were sold for scrap, 
bringing the state over $2,000 in unexpected income as a 
result of her housecleaning. 


The Secretary of State’s files contain a complete business 
history of Connecticut since the beginning of the state. The 
file grows daily and recently a program of microfilming 


them for better storage was started. 
(continued on page 23) 
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In this condensation of a speech he delivered at a Work- 
shop conducted by Big D Chapter, Patrick Haggerty—Execu- 
tive Vice President at Texas Instruments, Inc., in Dallas— 
presents a new approach to the problems an office manager 
encounters. Even though you may disagree with his conclu- 
sions, we’re sure you'll be interested in his argument. 


What is involved in recognizing and grasping the op- 
portunities that could make you a successful office manager? 
Is it being an expert in many specialized fields, knowing 
about such things as office equipment, particularly some of 
the newer devices, such as electronic computers and other 
tabulating equipment? Is it being skillful in the design of 
office forms and office procedures? Is it being an expert in 
work simplification and methods improvement? No, all of 
these skills are important, but they are not management. 


Judging by management literature and management con- 
ferences, it must be ability in human relations because far 
more words are spent on how to be happy in a group and 
avoid your personnel problems than on any other phase of 
management. I do not mean to belittle the necessity for 
skills in the specialized techniques, or the need for being 
able to get along with those with whom you work. Skills 
are important, and getting along with those you work with 
can be vital. 


However, I am well acquainted with many men and 
women who are professionally trained for management. 
Many of them have spent from two to five years studying 
in these areas, and they are professional managers. Their 
degrees say so. Unfortunately, in a great many cases, it just 
isn’t so. They have spent so much time learning techniques 
and how to get along with other people that they think 
these skills are management. But they’re not. Management 
is problem solving, but it is problem solving with forehand- 
edness which means solving your problems before they 
happen. 

The special techniques and the skills in human relations 
are really only aids to problem solving. Unless we recognize 
that the route to management, whether in the office, in the 
shop, or in the research and engineering laboratory, lies via 
problem solving, it is not likely that we will achieve our 
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desires to be managers. Further, unless we realize that the 
problem solving involved is the solving of the problems 
which are going to occur next week, next month, next year, 
and five years from now and not especially the problems 
that are occurring today, we are not going to be successful 
managers. 


Recall the supervisors you have had. Analyze those you 
would classify in the “good” category. I am sure you will 
find from your personal experience that all your good super- 
visors did not possess the most desirable personality traits, 
were not necessarily the most adept in “handling” the peo- 
ple who worked for them. While they would have been bet- 
ter supervisors if they had been able to work more con- 
genially with people, they were still good supervisors. 


The encouraging aspect of looking at management in 
this particular way is that it points up the fact that oppor- 
tunities are open to all kinds of people. Being introverted 
isn’t necessarily a handicap. You don’t have to be an expert 
in all the world’s business and management techniques. 
You just have to be a good problem solver. You can get to 
be a good problem solver if you train your mind to be log- 
ical. 


Now what are the steps necessary to problem solving? 
Your first step, logically, is to define all possible, not just 
the obvious, objectives and goals of your group. From all 
possible objectives, you must then select a general goal and 
set down a general statement of what you wish to accom- 
plish. 

Having defined general problems encountered in reach- 
ing a general goal, the next step, logically, would be to 
organize around those problems. In other words, organize 
to solve the problems. Organization implies people, so after 
organizing, you must divide your problems among your 
personnel. Give each one part of the general problem and 
let him set for you the specific goals necessary to conclude 
successfully his part of the general goal. 


Then let each sub-manager set the specific goals neces- 
sary to achieve the general goal. Let each one define the 
specific problems that are between definition and achieve- 
ment of specific goals. The office manager’s job may be to 
provide the organization with better office services. Mail 
is lost; it is not picked up when it should be; it is not dis- 
tributed accurately or on time. These are specific problems. 
In connection with office services, there may be other spe- 
cific problems, such as careless filing or inadequate tele- 
phone service. Solutions to the specific problems are nec- 


| 
se!|Management 


by P. E. HAGGERTY 


The Secretary 


essary to achieve ultimately the general company-wide goal. 
Many such specific problems can be solved without a paper 
plan, although, in general, I would recommend that specific 
goals and problems always be set down on paper. 


Next, information must be collected and analyzed about 
the problems that keep us from reaching the goals. After 
this information has been gathered, recommendations for 
action must be made to you, the manager, by those respon- 
sible for the specific goals. You cannot be a successful man- 
ager if you personally solve each problem. No doubt, it 
will be necessary to develop or aid the development of this 
trait in those whom you have charged with responsibility 
for specific goals. You must use your judgment about the 
solution, but you cannot set each specific goal or solve every 
problem. At the same time you should not ask your superior 
what to do; recommend a course of action to him. 


Customarily, we think of managers and executives as 
primarily decision-making mechanisms and that is so be- 
cause decision-making is the kick-off step in management. 
However, ahead of all that, is this preparation for problem 
solving. The decision is merely the beginning of the solution 
itself. 


Unfortunately, even the best of organizations rarely carry 
through plans exactly as set forth, and it is unlikely that 
exactly correct goals and problems could be anticipated. It 
is far more likely that as you progress and learn more about 
your goals and problems, you will find you must modify 
your original goals and recognize new aspects of the prob- 
lems. 

You must follow-up the chosen course of action. When 
follow-up is made, you must see that within your own 
organization there are mechanisms for corrective action. In- 
sofar as possible, you should not have to say to the sub- 
managers: “Change this; it’s going wrong.” You should have 
organized to solve problems in such fashion that the cor- 
rective action is almost automatic. Generally, even with cor- 
rective action built in, all the corrective action needed in 
your organization will not occur. You, the manager, must 
be prepared to take corrective action wherever self-correc- 
tion fails to occur. 


Thus, we progress through the problems to what we be- 
lieve is the conclusion of the goal. During all the ensuing 
time, we must measure our progress. There are many ways 
to measure progress. Budgets are one way; on-time mail 
deliveries are another. The measure depends on the goal 
and the problems. The measure of your progress may tell 
you that you have had success or failure, but whatever the 
outcome with the particular problems, you are still mana- 
ger. You have new goals to set if you succeed. If you 
failed, you have the old goal to re-establish. You are a 
manager. You must plan. You must be forehanded because 
you have problems to solve. 


Nineteen 















TYPE CLEANER (192) 


Packaged in a handy bottle, which may 
be bought at any stationery store, CLAR- 
O-TYPE dissolves lint and dirt from the 
type faces, restoring them to original 
sharpness, which means clearer typing for 
you. The liquid is non-inflammable, con- 
tains no carbon-tetrachloride and is de- 
clared absolutely safe. It evaporates slowly, 
so it’s economical, and its non-spatter 
dauber eliminates dripping on hands and 
machine. 





610 Woop STREET 
PITTSBURGH 22, PA. 





Gentlemen: 
I would like further information 
on the items circled below: 
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ROLLING STEP LADDER (193) 


Precision Equipment Co. manufactures 
an all steel “automatic action” safety step 
ladder. You can easily roll it to the de- 
sired position, but as soon as you step on 
the ladder the casters automatically disen- 
gage, making the ladder immovable. The 
rubber tipped legs “lock” to the floor, 
providing a firm, sure base. When you 
step off the non-slip step plates, the 
casters instantly and automatically re- 
engage. 





"STICK-ON" LABEL HOLDER (195) 


This self-adhesive, insertable Bind-X 
label holder is a product of Cel-U-Dex 
Corp. of Brooklyn. It consists of a trans- 
parent plastic window, 1” or 4” wide, 
and is made in 6” lengths which may be 
cut to any dimension needed. This window 
is backed by a strong re-inforcement coat- 
ed with a specially devised pressure-sen- 
sitive, latex adhesive. It adheres firmly to 
wood, leather, glass, metal, stone, paper, 
fiber, or plastics. You can insert a printed 
or typewritten label. 
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STORAGE CABINET (194) 


This full height storage cabinet, 36” 
wide, 18” deep and 78” high, is made by 
Supreme Steel Products, Inc. of Long 
Island, N. Y. The construction features are 
unique since assembly of these cabinets is 
principally by a clipping method which 
insures fast setting up with rigidity as- 
sured. This enables low cost shipment to 
be made, the cabinets knocked-down in 
well protected safety guarded cartons. Fin- 
ish is baked-on in green or gray. 





PHOTO COPY MACHINE (196) 


Here is a motor driven, continuous 
printer and processing unit. Requires no 
washing, no fixing, no drying, no dark- 
room, no separate printer. Known as 
Exact-Phote-Copy Dry Processing Unit, it 
copies everything typed, written, printed 
or drawn. Copies are error-free and legal- 
ly accepted. So simple any office boy or 
girl can operate it. Made by General Photo 
Products Co. of Chatham, N. J. 
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| BRAN-BERRY MUFFINS 


Ye cup chopped fresh cranberries 

4 tablespoons sugar 

2 tablespoons fat 

1 egg 
1 cup whole bran 
% cup milk 
1 cup sifted all-purpose flour 
| 22 teasp baking powd 
Ye teaspoon salt 





Chop cranberries using medium blade 
of food chopper. Mix 2 tablespoons of 
the sugar with cranberries and let 
stand until needed. Blend fat and sug- 
ar thoroughly; add egg and beat well. 
Stir in whole bran and milk; let soak 
until most of moisture is taken up. 
Sift flour with baking powder and 
salt, mix with cranberry-sugar mixture, 
add to first mixture and stir only until 
combined. Fill greased muffin pans, 
2-1/4 inches in diameter, 2/3 full, 
and bake in moderately hot oven 
(400°F.) 20 to 30 minutes. Yield: 
9 muffins. 
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Wh anaes Breakfast 


°$ "séme holiday color 


While the rest of the family is busy unwrapping gifts 
and caroling favorite songs, the woman of the house has a 
job to do. For it’s up to her to see that holiday meals are 
served on schedule—and that they take on a bit of that 
holiday spirit. 

Breakfast is the meal that’s apt to be most neglected, so 
make sure that it rates special attention. Instead of serving 
the morning cereal in the usual bowls, spoon hot oatmeal 
into individual casseroles, if you have them, and put a 
mound of hot cranberry sauce in the center. Serve glasses 
of chilled pineapple juice, adding a stirrer with a green 
maraschino cherry on the end. Have milk ready to pour 
over the hot cereal and for the children to drink; serve 
coffee for the adult members of the family. 


Cranberries are featured again in the menu—this time 
contributing flavor and color to the Bran-Berry Muffins. 
You might double the recipe so you'll have enough to serve 
your afternoon holiday guests, too. 










11,4 
Wag 


No coaxing should be needed 
to get the family to settle down 
to this colorful Christmas 
breakfast. Each glass of pine- 
apple juice is garnished with a 
green cherry. Individual cas- 
seroles hold hot oatmeal topped 
with cranberry sauce; there are 
cranberries, too, in the flavor- 
ful Bran-Berry Muffins. Butter 
and milk, plus coffee for the 
grown-ups, complete a tasty and 
festive meal. 


ca 
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Post Convention Brief 
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summary of a study of non-dictated 
secretarial writing in the U.S. 


Writing of certain business communications was con- 
sidered a difficult task by most secretaries. Of the total 
number of respondents, nearly twice as many indicated 
difficulty with some items than who indicated no diffi- 
culty with any items. The general ratio was about three 
difficult items for each secretary. 


Those types of business communications which secre- 
taries considered most difficult were letters of sympathy 
or condolence, letters of complaint, letters and memo- 
randa giving instructions, texts for public speeches, 
analyses of statistical reports, and articles or notices for 


In a speed typing competition held at the National Convention 
in Seattle last summer, Leah M. Schwartz, secretary to Walter 
5. Niles, President of the SoundScriber Corporation, won first 
prize for typing a net of 96 words per minute while com- 
peting with Chester Soucek, former World’s Amateur Typing 
Champion. Miss Schwartz is shown above receiving first prize, 
an Underwood portable typewriter, from Samuel F. Peirce, 
local branch manager of Underwood. Miss Schwartz, Chair- 
man of the Ways and Means Committee of the Quinnipiack 
Chapter, competed with typists from all over the United 
States to win this honor. In oe to the portable typewriter, 
she was awarded a certificate signed by the former champion. 


house organ or company publication. 


12. Business communications which secretaries considered 
least difficult to compose were orders, acknowledg- 
ments, and bulletin board notices. 


13. Those secretaries with more classroom training in Eng- 
lish and business writing tended to consider more types 
of communications difficult to compose. College trained 
secretaries marked twice as many items difficult as did 








New Chapters 


MORGANTON CHAPTER 
Morganton, North Carolina 


President 
Mrs. Ann Fender 
Grace Hospital 


Vice President 
Mrs. Margaret R. Fleming 
c/o Riddle & Vernon, Attys. 
South Sterling St. 


Corresponding Secretary 
Mrs. wr M. —_— 
R. F. , Box 2 


Recording Secretary 
Mary A. Leonhardt 
815 East Union St. 


Treasurer 
Abbie E. Ross 
P. O. Box 385 


STROUDSBURG CHAPTER 
Stroudsburg, Pennsylvania 


President 
Mrs. Gladys Serfass 
Brodheadsville, Pa. 


Vice President 
Caroline Lapinsky 
R. R. 3 


Corresponding Secretary 
Ardeth Groner 
920 North 9th St. 


Recording Secretary 
Lois J. Bronner 
71 Analomink St. 
East Stroudsburg, Pa. 


Treasurer 
Forrest Mae Skinner 
725 Monroe St. 


State Officers 


GEORGIA STATE OFFICERS 


President 

Mrs. Grace Dudley 

2025 Peachtree Rd. N. E. 
Adanta, Ga. 


Secretary 

Collie Zipperer 

211 East Huntingdon St. 
Savannah, Ga. 


Treasurer 

Mrs. Dessie Gentry 

715 Palm Ave. 

Forrest Heights Addition 
Aiken, ol 
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ALABAMA STATE OFFICERS 
President 

Julia S. Robertson 

1503A Second Court West 
Birmingham 8, Ala. 

Vice President 

Katherine Langley 

231 Oak Forest Dr. 
Montgomery, Ala. 
Secretary 

Mrs. Thelma Lanier 

1001 East Broad St. 

East Gadsden, Ala. 
Treasurer 

Marie Lane 

1320 Leighton Ave. 
Anniston, Ala. 
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the secretaries with only high school training. Secre- 
taries with business school training were in between. 


Length of secretarial service was closely related to the 
secretary's opinion of the difficulty of writing business 
communications. Up to ten years of service, the trend 
was to consider more items difficult. After ten years of 
service the decrease in difficult items matched the in- 
crease in years. 


College training in English and business writing had 
a favorable influence upon the quality of writing which 
the secretary did. The samples of writing by college 
trained secretaries, as a group, more nearly conformed 
to the standards of good business writing set forth by 
authorities than did the samples from secretaries with 
high school or business school training. 


Secretaries who considered the writing task easy were 
not necessarily those who wrote the best business com- 
munications. Many secretaries who indicated no diffi- 
culty with any types of business writing relied upon 
stereotyped phraseology and form letters instead of 
originating personal messages to suit the circumstances 
involved. 

No clear-cut evidence was revealed which would indi- 
cate that the length of secretarial service improved the 
effectiveness of the written communication. 


. Secretarial writing tended to reflect the vocabulary de- 


ficiencies and reactionary attitude toward personalizing 
business writing styles which are but slowly giving way 
to the human-relations influence in business communi- 
cations. 


These findings constitute a challenge to secretaries and 


educators who are interested in enhancing the position of 
the secretary as a key professional person. 


The Secretary 


A Lady Politician 
Takes Over 


(continued from page 17) 


With her family, her toy business, 
her state job and her innumerable speak- 
ing engagements, Mrs. Leopold is one 
of the busiest women in the state. She 
is active in the Weston PTA, the State 
League of Women Voters, the Red Cross, 
the Grange and is a member of the Con- 
necticut Council of Republican Women. 
During World War II she was a leader 
in the blood donor program of the Red 
Cross and even now, although no longer 
active in the program, is a regular donor 
herself. 

After graduation from college she 
went to work for a Baltimore depart- 
ment store and soon was made personnel 
director with supervision over 2,000 em- 
ployees in all classes. She then went to 
B. Altman and Company, a department 
store in New York, and there organized 
a central personnel department. 

The Secretary of State’s office itself 
is sprawled all over the Capitol building 
with files and records stored both in the 
attic and cellar. While Mrs. Leopold was 
supervising the clearing out of some of 
these files, she discovered what might 
be one of the state’s top historical docu- 
ments. It was a certified original copy 
of a truce proposal sent by the British to 
the Connecticut colonists during the 
Revolutionary War. 

The document, covered with grime 
and soot of nearly two centuries, bears 
the signatures and seals of three British 
officials: General Sir Henry Clinton, 
who commanded British forces in New 
York; William Eden, a special emissary 
of King George III; and the Earl of 
Carlisle. That document is now being 
cleaned and treated for preservation in 
the state archives. 

Alice Leopold was elected to her post 
in the 1950 election. She is the fifth 
woman to be named to the secretaryship, 
and a vibrant example of the success of 
women in many lines of business and 
government. Naturally she’s in favor of 
women taking a larger part in affairs of 
the day. 

“More and more,” Mrs. Leopold says, 
“women are carrying a stronger share of 
responsibility in business and govern- 
ment. This is as it should be.” 


The Secretary 
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if the market price is less than cost the 
reduction in value should be recognized 
by stating the inventory at market val- 
ue. Some accountants do not agree whole- 
heartedly with the application of this 
principal if the replacement cost is the 
basis for determining market value, on 
the theory that usually the actual cost 
will be recovered in the normal course 
of business. Nevertheless, most publicly 
owned corporations do state their in- 
ventory at the lower cost or market. 
The retail inventory method is em- 
ployed by department and other retail 
stores to obtain inventory balances with- 
out having to keep detailed records of 
specific and average costs for particular 
inventory items. Under this method the 
ratio of costs to selling prices is deter- 
mined for a product or group of pro- 
ducts on the basis of the most recent 
experience. All inventory records are 


then priced at retail sales value and at* 


the end of an accounting period the 
ratio is applied to the sales value to ob- 
tain cost. Thus, if the cost of men’s suits 
has averaged 60% of the retail sales 
prices, the cost of $100,000 of suits 
priced at retail on January 31 would be 
$60,000. In actual practice recognition 
is, of course, given to mark-ons and 
mark-downs in calculating the cost to be 
reflected in financial statements of retail 
stores. 

Very few business organizations use 
only one method of pricing inventories 
to the exclusion of all others. Various 
types of material and merchandise under 
various circumstances require different 
treatment. 

The purpose of making the inventory 
valuation is also important in deciding 
which method shall be used. For exam- 
ple, if a business is about to be sold, the 
purchaser might well insist that supplies 
be valued at the net realizable value in- 
stead of at replacement cost because it 
is his intention to actually dispose of the 
supplies. On the other hand, a Revenue 
Agent might insist that inventories be 
priced under the last-in, first-out method 
even though the company normally keeps 
its books on the first-in, first-out basis. 
If you have a serious doubt about what 
method to use, seek the advice of an in- 
dependent Certified Public Accountant. 
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news from the four corners of N. S. A. 


NORTHWESTERN DISTRICT 


HELEN PARILEK 

2235 St. Mary’s Avenue 

Cox Avenue Apartments #317 
Omaha, Nebraska 


Lilyan Miller was made an honorary 
citizen of Denver by Art Bazata, repre- 
senting the Mayor’s welcoming commit- 
tee, at the Regional Meeting held there 
recently. COLUMBINE and EVERGREEN 
CHAPTERS (Denver, Colo.) were the 
hostesses for the meeting, which opened 
with a Saturday luncheon at which 
George A. Price, Director of Public Re- 
lations of the Denver Chamber of Com- 
merce, was the main speaker. Margaret 
Hesemann, Northwestern Vice President, 
conducted the business sessions. Mem- 
bers also listened to talks by Lilyan Mil- 
ler, National President; Helen Moe, Na- 
tional Secretary; and Helen Boyle, Ex- 
ecutive Secretary. The banquet Saturday 
evening started with fun provided by 
Pete Smythe, local entertainer, who pre- 
sented Lilyan Miller with a huge tincup 
when he installed “an NSA Chapter in 
Tincup, Colorado.” The speaker of the 
evening was Dean Gordon Johnston of 
the College of Law, University of Den- 
ver. Breakfast on Sunday morning was 
followed by chapter reports on activities. 


* * * 


“United Nations Week” was the theme 
for the October program of the ROBERT 
LUCAS CHAPTER (Iowa City, Iowa) 
with Professor Vernon Van Dyke of the 
University of Iowa as guest speaker. 

* * * 


Members of LOMOND CHAPTER (Og- 
den, Utah) and their guests met on 
September 29, at the Mansion House, 
for a dinner honoring new members. 
Mrs. Mary Lou Wright, Mrs. Devorah 
Baker, Mrs. Betie Baker and Sylvia Bur- 
nett were initiated at a candle-light cere- 
mony conducted by Mrs. Marie Cameron, 
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assisted by Mrs. Eleanor Smith. Mary 
Woolley, first councilwoman, was the 
guest speaker, discussing the present 
form of Charter Government, explain- 
ing how it operates, its advantages and 
the way it was formed. 

* * * 


One of the most outstanding talks 
GREELEY CHAPTER (Greeley, Colo.) 
has heard was presented by Karl R. Ahl- 
born, Deputy District Attorney, and for- 
mer FBI agent, at the October meeting 
held at “Branca’s Little Italy.” Citing 
many personal experiences made his 
talk on “Modern Scientific Methods of 
Crime Detection” particularly interest- 
ing. Mrs. Lorene Mendenhall was elected 
Vice President to fill the office vacated 
by Mrs. Vona V. Cooper. 


* * * 


The theme of the evening at the Octo- 
ber meeting of TALL CORN CHAPTER 
(Council Bluffs, lowa) was “Women in 
Sports,” with special emphasis on golf 
and bowling. Mrs. Iva Heuwinkel dis- 
cussed golf as it applies to women, and 
Mrs. Fern Threen talked about the na- 
tionally popular game of bowling. The 
chapter's rummage sale proved to be a 


* * * 





At the Regional Meeting in Denver Mrs. 
Lilyan Miller, National President, accepted 
a citation making her an honorary citizen 
of Denver, from Art Bazata, representing 
the Mayor’s welcoming committee. 


national news 


Unless otherwise noted, identification of 
photographs reads from left to right. 


profitable project and the “kitchen 
dolls” made by the members are selling 
rapidly. 

* * * 

Members of the OREGON TRAIL 
CHAPTER (Portland, Ore.) helped the 
Toy & Joy Makers committee with cor- 
respondence promoting assistance for the 
Portland Fire Department in their work 
to provide toys for poor children at 
Christmas time. “Santa's Helpers” met 
in November to dress the dolls which 
had been repaired by the firemen. In 
1954 this chapter will hostess the dis- 
trict Regional Meeting. 

* * * 

With vacation months in the past, it 
seemed appropriate to highlight the Oc- 
tober meeting of COLUMBINE CHAPTER 
(Denver, Colo.) with an “almost like 
you were there” travelogue. The speaker 
of the evening was Mrs. Gano Senter 
who fascinated her audience with tales 
of her recent trip to Europe, and dis- 
played many of the beautiful linens and 
jewelry she brought back from foreign 
countries. The evening, in addition to 
being extremely entertaining, proved 
most educational— for what secretary 
can’t improve her geography. 

* * * 


At their October dinner meeting held 
at the Covenant Club, members of the 


(continued on page 26) 
* * * 





Members of AK-SAR-BEN CHAPTER 
(Omaha, Neb.) addressing envelopes for 
the National Heart Association are: Mary 
Magette, VP; Marie Potter; Lily Okura, 
Pres.; Thelma Hayes, Rec. Sec.; and Helen 
Parilek. 


The Secretary 
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See Europe, Bermuda 
After 1954 NSA. 


National Convention 


Here are two post-convention tours, 
arranged by a leading travel agency, 
which have been reviewed by your Na- 
tional Board. 

If you choose the European tour, this 
is what you'll do from July 25 through 
August 18: After a “get-acquainted” 
luncheon July 25, you'll leave Interna- 
tional Airport on a Trans-World Air- 
lines Constellation, to wing your way 
over the Atlantic to London. 

In London you'll visit the Tower of 
London, the Houses of Parliament, Strat- 
ford-on-Avon — William Shakespeare's 
home — the beautiful memorial theater, 
Anne Hathaway's cottage, the university 
town of Oxford, Warwick Castle and 
other points. 

From London you'll fly over the Eng- 
lish Channel to Brussels for more sighr- 
seeing, then on to Cologne. Next on the 
agenda will be a steamer trip along the 
famous Rhine River whose castle-bord- 
ered banks make an unforgettable picture. 

The Rhine River trip ends at Wiesba- 
den and from there you'll continue to 
Frankfurt. After Frankfurt you'll visit 
the ancient university city of Heidelberg, 
exploring the castle, the university, the 
famous student prison and many ancient 
inns. 

The next stop will be Lucerne in Swit- 
zerland, where you may swim, take a 
trip across the lake and ascend Mt. Pila- 
tus by Cob Railway. Then you'll travel 
by train through famous St. Gotthard 
Pass and the scenic Swiss-Italian districts 
of Lugano and Como to Florence, Italy. 

In Florence, world famous art and 
shopping center, you'll visit Medici 
Chapel and the Uffizi Art Gallery. You'll 
also have time to visit stores where Flor- 
entine lace and leather goods may be 
purchased. 

From Florence you'll continue by 
motor coach through the Toscan country- 
side via the ancient cities of Perugia and 
Assisi to Rome. There you'll see the 
Vatican City, St. Peter's, the Colosseum, 


The Secretary 


Old Roman Forum and other reminders 
of the old Roman Empire. The trip con- 
tinues by train from Rome via the Ital- 
ian and French Riviera resorts to Cannes. 

In Cannes you may relax or sunbathe 
on the sands and swim in the Mediter- 
ranean. During a full-day trip to Monte 
Carlo, you'll visit the famous casino. 
Then you'll travel to Paris whose high- 
lights include the famous Louvre Mu- 
seum, Notre Dame Cathedral, Eiffel 
Tower, plus a full-day trip by automo- 
bile through the suburbs of Paris to the 
Palace of Versailles and the Chateau of 
Malmaison, favorite residence of Napol- 
eon and Josephine. 

After an overnight Constellation 
flight from Paris, you'll return to New 
York on August 18. 

The Bermuda entourage will also leave 
New York on July 25, but will return on 
July 29. Leaving via British Overseas 
Airways Corporation, the group will ar- 
rive in Bermuda in mid-afternoon. If 
you select this tour, you'll stay at the ex- 
otic Castle Harbour Hotel, high on a 
coral bluff. A complete sightseeing pro- 
gram is planned for the days and during 
the evenings you can listen to the melo- 
dies of native Calypso singers, or dance 
under the stars to music of well-known 
orchestras. 

Monday you'll be taken on a complete 
sightseeing trip of this “Island Paradise.” 
Tuesday, July 27, will be free of sched- 
uled activity so that you may swim at 
one of the sandy beaches or shop in the 
quaint towns of Hamilton or St. George. 
Golf enthusiasts may play a round at 
Mid-Ocean golf course close by the hotel. 

On Wednesday you'll take a yacht 
cruise through picturesque coves, pass- 
ing many beaches and seeing more of 
the interesting sights in Bermuda. 

After a morning free for last minute 
shopping or swimming on Thursday, 
you'll leave the Bermuda airport for the 
flight via BOAC to New York, arriving 
at 8 P.M. 








Enjoy One of These 


POST-CONVENTION 
TRIPS 


Specially Arranged 
FOR 


The National 
Scenretartes 
pessociatiou 


TO EUROPE + * * 
25 Delightful Days 
July 25--August 18, 1954 
First class hotels. All meals throughout 
trip (except in London). Sightseeing 
and excursions with English-speaking 
guides. 
e Itinerary includes England, Belgium, 
Germany, Switzerland, Italy, France. 


TO BERMUDA + * * 
5 Fun-Filled Days 
July 25-29, 1954 
Exotic Castle Harbor Hotel - Modified 
American Plan - Complete sightseeing 
in this island paradise - Beautiful coral 
beaches - Swimming, golf, etc. 


ON BOTH TRIPS + * * 


Experienced travel agency representa- 
tive accompanies your party all the 
way - Transfers and luggage handling 
included - Congenial fellowship with 
N.S.A. members - Opportunity for the 
Trip of a Lifetime - Plan your 1954 


vacation now. 


ALL-EXPENSE: Europe $1177 
Bermuda $191.20 (plus $19.25 tax) 
Mail this coupon for colorful 


SY descriptive brochure. y 
# UNITED STATES i. 
; TRAVEL AGENCY, INC. 


(Not a Government Agency) 


807 15th St., N. W. 
Washington 5, D. C. 
Attention: Mr. Ralph L. Preble 


in Europe[_] Bermuda[] (check which) 








) 
{ } 
{ } 
{ } 
[ | 

Please send me brochure of N.S.A. 
Post-Convention trips. I‘m interested | 
{ ] 
| ] 
| } 


NE 

I en tea 

Nils Socata State................ | 
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NORTHWESTERN DISTRICT 
(continued from page 24) 


MINN-ARROW CHAPTER (Duluth, 
Minn.) heard Harold Wright, of the 
Coolerator Company, discuss “What to 
Look for in TV.” To supplement their 
treasury the chapter had a bake sale, and 
is now selling mints, peanut brittle and 
Christmas Cards. The latter part of Oc- 
tober members were invited to “open 
house” at the Northwestern Bell Tele- 
phone Company. 


* * * 


BLACKHAWK CHAPTER (Davenport, 
Iowa) had a birthday party at its meet- 
ing in September, with a birthday cake 
and gifts for everyone. To help the trea- 
sury, a birthday “piggy bank” was start- 
ed. The chapter lost one of its most ac- 
tive members, Mrs. Ellen Nielssen, who 
moved to Omaha recently. 
* * * 


Mrs. Margaret Hansen, past President 
of CASCADE CHAPTER (Salem, Ore.), 
was guest speaker before the members of 
the Pacific Northwest Personnel Man- 
agement Association on November 11. 
She chose as her subject, “History of the 
CPS Program.” Several members of the 
chapter are attending an advanced sec- 
retarial science course at the local high 
school. 


NORTHEASTERN DISTRICT 


Mrs. GENEVIEVE LENZ 
224 Fourth Street 
Niagara Falls, New York 


The annual card party and fashion 
show of the WATERBURY CHAPTER 
(Waterbury, Conn.) was held on Octo- 
ber 23, under the direction of Mrs. Mary 
Lake. 

* * * 

ALTON CHAPTER (Alton, III.) boasts 
educational programs at their monthly 
meetings; the first on parliamentary pro- 
cedure was held in October. 

* * * 
“The man with 1400 secretaries,” 


Samuel Workman, was the featured 
speaker at the October meeting of LAKE 


Twenty-six 
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SHORE CHAPTER (Chicago, Ill.) Presi- 
dent of Workman Service, Mr. Work- 
man parlayed $107 into a multi-million 
dollar business. More than 200 secreta- 
ries heard the address. 


* * * 


CON BRIO CHAPTER (Bloomington, 
Ill.) observed Boss Night at the Lake- 
side Country Club on November 4. 

* * * 


Mr. Jack-O-Lantern was honored by 
DUNELAND CHAPTER (Gary, Ind.) in 
the table decorations at the chapter's din- 
ner meeting in October; after dinner, 
Cecile Kelly showed colored slides of 
her vacation in the Canadian Rockies. 

* * * 


CROss ROADS OF AMERICA CHAPTER 
(Indianapolis, Ind.) was instrumental in 
the formation of a chapter in Terre 
Haute. Initiation and installation were 
held November 1. This chapter also is 
working on new chapters in Columbus, 
Kokomo and Bloomington. 

* * * 


Speaking of progressiveness, Indiana 
leads the way with an Officers’ Work- 
shop, which was held in September. 
Planned by State President, Phama 
Martin, officers of the ten Indiana chap- 
ters met to discuss improvement and 
unification of NSA. 


* * * 


Highlight of the October meeting of 
HURON VALLEY CHAPTER (Ann Arbor, 
Mich.) was a movie and talk about mus- 
cular dystrophy by Mrs. Betty McCausey 
of Brighton, Mich. 


* * * 


CAMDEN CHAPTER (Camden, N. J.) 
presented token awards for proficiency 





Mary Thomas and Mrs. Kathleen Lahey, 
members of the LONG ISLAND CHAPTER 
(Long Island, N. Y.) “man” the NSA 
booth at the Mineola Fair and Industrial 
Exposition held at the Roosevelt Raceway. 


4 


DETROIT TRANSCRIPT CHAPTER ( Detroit, 
Mich.) installed the MT. CLEMENS- 
MACOMB CHAPTER (Mt. Clemens, Mich.) , 
Detroit’s third “baby.” Officers of the 
new chapter and guests are, first row: 
Evelyn Schonschack, Cor. Sec.; June P. 
Scott, VP; Josephine Krauss, Pres.; Frances 
Krauss, Rec. Sec.; Agnes E. Carlson, Chair- 
man Chapter Procurement, DETROIT 
CHAPTER. Back Row: Mrs. Edna B. Brown, 
Pres, DETROIT CHAPTER; Margaret 
Treanor, Michigan State Pres.; and Lois 
Thompson, Treas. 





in secretarial studies to four local high 
school students. 
* * * 


PATERSON CHAPTER ( Paterson, N. J.) 
won an award from Mrs. Charlotte 
Quinn, State President, for installing the 


- most members in 1952. 


* * * 


ALBANY CHAPTER (Albany, N. Y.) 
plans to form a chapter in Poughkeepsie, 
and is launching an intensive drive for 
new members. 


* * * 


BUFFALO CHAPTER (Buffalo, N. Y.) 
celebrated its seventh birthday on Sep- 
tember 2. In November the chapter ob- 
served its fifth annual Christmas carni- 
val fashion show and luncheon, with 
half of the proceeds set aside for the 
Scholarship Fund. 


* * * 


November 17 marked the second 
annual card party and fashion show of 
the NIAGARA FALLS CHAPTER (Niagara 
Falls, N. Y.) to augument its Scholar- 
ship Fund. Members of the Buffalo, 
Lockport and Rochester Chapters joined 
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with Niagara Falls members in honoring 
Cassandra Waterman, NEVP, at a party 
on October 5. 


* * * 


FLOWER CITY CHAPTER (Rochester, 
N. Y.) sponsored a successful Hallow- 
een party and bazaar for its Scholarship 
Fund on October 28. The chapter also 
sponsored the Arena Theater's produc- 
tion of the play “Gigi.” 


* * * 


STATEN ISLAND CHAPTER (Staten 
Island, N. Y.) continues to add new 
members at each meeting. Four of the 
chapter's officers attended the Regional 
Meeting at Great Barrington. 


* * * 


Inaugurating a new educational pro- 
gram, WHITE PLAINS CHAPTER ( White 
Plains, N. Y.) is planning a series of 
discussion groups under the guidance of 
Education Chairman Helen Brown. 


* * * 


ASESIBA CHAPTER (Ashland, Ohio) 
reports that a workshop was held at Ash- 
land College with Dr. Irene Place pre- 
senting the main lectures. The chapter 





Evelyn Leo, Eve Weisling and Mrs. Anne 
Clemm, members of HARRISBURG CHAP- 
TER (Harrisburg, Pa.), are caught primp- 
ing before they model hats and furs at a 
style show sponsored by the Special Acti- 
vities Committee during a recent dinner- 
business meeting. 


also observed its first Boss Night ban- 
quet with Lilyan Miller as speaker. 


* * * 


Edward A. Wright, Professor of Dra- 
matics at Denison University, entertain- 
ed 118 bosses, guests and secretaries with 
his hilarious imitations of “your neigh- 
bor” at the annual Boss Night dinner of 


The Secretary 


CopiI CHAPTER (Canton, Ohio) on Oc- 
tober 19. 


* * * 


TAPPAN-TREE CHAPTER (Kent- © 


Ravenna, Ohio) reports the addition of 
three new members and the appoint- 
ment of Betty Kline to the State Bulletin 
Committee. 

* * * 

Cash gifts of $25 will be awarded at 
the close of the school year to outstand- 
ing commercial students in the Mans- 
field, Ohio schools by the HILL City 





SHORELAND CHAPTER (Waukegan, III.) 
entertained employers’ wives, prospective 
members and friends at a tea in October. 
Here are Mrs. William Lewis, Program 
Chairman (left), Mrs. Elma Nehls, Presi- 
dent (right), with Mrs. C. L. Johnson 
(center). Mrs. Johnson showed colored 
slides taken when she spent a month in 
Peru, where she visited many remote 
Indian villages in the Andes. 


CHAPTER (Mansfield, Ohio). Mrs. Har- 
ley Cline is Scholarship Chairman. 


* * * 


JOHNSTOWN CHAPTER (Johnstown, 
Pa.) is sponsoring four courses including 
Personality and Office Etiquette, Gram- 
mar and Punctuation, Current World 
Affairs and Accounting. 


* * * 


CONESTOGA CHAPTER (Lancaster, 
Pa.) celebrated its sixth anniversary with 
the initiation of five new members. On 
November 10 the chapter held a joint 
meeting with the Lancaster Chapter of 
NoMa. 

* *~ * 

PHILADELPHIA CHAPTER (Philadel- 
phia, Pa.) members have volunteered to 
assist various charitable organizations in 


their fund drives, with the Community 
Chest the first to benefit from this pro- 
gram. 

* * * 

PITTSBURGH CHAPTER (Pittsburgh, 
Pa.) conducted a telephone bridge party 
for its Scholarship Fund. Each member 
had at least one table of bridge in her 
home at a charge of $1 per person. High 
scores were telephoned to a designated 
number, and prizes awarded to the high- 
scorers. 

* * * 

Over 127 members and guests cele- 
brated the sixth annual Boss Night din- 
ner of WHITE ROSE CHAPTER (York, 
Pa.) on October 21. Mrs. Pauline F. 
Miller, Pennsylvania State President, and 
members of the Reading, Lancaster and 
Harrisburg Chapters attended. William 
Moriarty, boss of NSAer Harriet Sadler, 
was crowned “Boss of the Year.” 


* * * 


“The History of Typing Contests” was 
an appropriate title for the address by 
R. H. Lamb, Regional Manager of the 
Providence office of Underwood Cor- 
poration, at a meeting of the NEWPORT 
CHAPTER (Newport, R. I.). Mr. Lamb 
climaxed his talk with the presentation 
of an award to Margaret Cummings for 
her efforts in the “Beat the Champ” 
contest in Seattle. 


* * * 


PROVIDENCE CHAPTER (Providence, 
R. I.) walked away from the District 
Conference at Framingham, Mass. with 
the bid for next year’s Regional Meeting. 
Mrs. Mary Young, CPS, has been named 
to the National Education Committee. 


SOUTHEASTERN DISTRICT 


KATHLEEN M. KING 
P. O. Box 1517 
Charlotte, North Carolina 


WHEELING CHAPTER (Wheeling, 
W.Va.) has adopted a goal of broaden- 
ing the educational purpose of the chap- 
ter. Regular meetings are supplemented 
with speeches, visual projects, discus- 
sions, a class on “Business Theory for Sec- 
retaries” is held weekly. Dr. R. H. Kyler, 
Professor of Economics and Head of the 
Department of Business Administration 
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SOUTHEASTERN DISTRICT 


at Bethany College, Bethany, West Vir- 
ginia, is the instructor. The chapter has 
been accepted as a member of the 
Wheeling Civic Clubs Association, a 
“clearing house” for civic-minded groups. 
At the October meeting the chapter 
learned about the United Nations in 
Switzerland from Michael R. Thomas, 
an attorney of Bridgeport, Ohio, who 
discussed his personal experiences in 
Switzerland. A program illustrating 
third-dimensional photography was given 
by Mr. and Mrs. Douglas Moore of the 
Camera Shop of Wheeling at the No- 
vember meeting. 
* * * 

Sixteen persons took the CPS examin- 
ation at The University of Chattanooga 
on October 16 and 17. During August 
and September the University conduct- 
ed preparatory evening classes. Mrs. 
Jeanelle Walker, President of the Ten- 
nessee State Division, has been chair- 
man of the CHATTANOOGA CHAPTER 
(Chattanooga, Tenn.) CPS committee 
since the inauguration of the certifying 


examination. 
. . + 


Though still very young, CHAIRTOWN 
CHAPTER (Thomasville, N. C.) held a 
membership meeting in October. Kermit 
Cloniger of Cloniger Buick Company 
spoke on “Secretaries from the View- 
point of the Boss;” Mrs. Nell Fouts 

















Pictured at the installation of North Caro- 
lina State officers are: Katherine McGran- 
ahan of Durham; Mrs. Cornelia Farrell of 
Asheville, Secretary; Rosa Miller of Hick- 
ory, President; and Marguerite Dodds of 
Birmingham, Ala., SEVP. 


Twenty-eight 


talked about “What NSA Means to the 
Secretary;” and Irene Murray discussed 
the CPS program. Mrs. Joyce Cranford 
gave a report of the State Meeting in 
Waynesville, which several members at- 
tended. 

* * * 

Mrs. Gladys Willard of CAPITAL 
CHAPTER (Washington, D. C.) is Sec- 
retary-Librarian at the International] 
Bank and Monetary Fund, and was fea- 
tured in the Washington Post series as 
the “Girl Friday” on October 2. She was 
interviewed on the Roy Meachum TV 
show the same day. Marcelyn Bridal, 
now of Tulsa, Oklahoma, and a charter 
member of CAPITAL CHAPTER, was a 
guest at the first of several get-acquaint- 
ed luncheons the chapter is sponsoring. 

* * * 


In Florida, too, an NSA member has 
been honored by being selected “Ideal 
Secretary for 1953.” This distinction was 
given to Mrs. Charlotte McCallister of 
MIAMI CHAPTER (Miami, Fla.) She 
presided over the NSA booth at the sec- 
ond annual Business Show sponsored by 
the Office Supply and Equipment Deal- 
ers of South Florida. The three day show 
was highlighted by radio and television 
appearances of members of the MIAMI 
CHAPTER. The climax of the event was 
the chapter's first birthday party, at 
which the office equipment dealers pre- 


* * * 





Planning the CPS examination at the Uni- 
versity of Chattanooga are: Sarah Phillips, 
Assistant Professor of Commerce and proc- 
tor of the exam; Mrs. Jeanelle B. Walker, 
CHATTANOOGA CHAPTER CPS Committee 
Chairman and President of the Tennessee 
State Organization; and Dr. William H. 
Wesson, Professor of Economics and Com- 
merce. 


sented Mrs. McCallister with a portable 
typewriter. 
* * 

Special guests at the Miami dinner 
were eleven members of FORT LAUDER- 
DALE CHAPTER (Fort Lauderdale, Fla.) , 
Miami's sponsor. MIAMI CHAPTER has 
many projects planned, including a card 
party, a rummage sale, and a project to 
assist the local Optimist Club dress dolls, 
which will be distributed to needy chil- 
dren at Christmas. 


* * * 


SPINDLETTE CHAPTER (Gastonia, 
N.C.) staged a successful Boss Night on 
October 15. Highlight of the occasion 
was the presentation, for the first time, 
of a gold loving cup to the Boss of the 
Year, the Honorable William J. Allran, 
Jr., Judge of the Domestic Relations and 
Juvenile Court of Gaston County. Leonel 
Brunnemer entertained the guests with 
skits and games. Special guests were 
Rosa Miller; Cornelia Farrell; Kitty No- 
well, State Secretary; and her boss, Hugh 
Cathey of Charlotte. 


* * * 


Major Lawrence Lockwood, USAF, 
presented a film at the October dinner 
meeting of NASHVILLE CHAPTER 
(Nashville, Tenn.) emphasizing the 
need for the enlistment of civilian vol- 
unteers in the Ground Observer Corps. 
The film showed how GOC would oper- 
ate in the event the United States was 
attacked by air. Syble LeFever, chapter 
member, will soon have her wings from 
GOC. Ed Commander, District Manager 
for Panama-Beaver, has been transferred 
to Boston, but he was present for a spe- 
cial tribute from the chapter for his 
company’s support of NSA in Nashville. 
Four members appeared oa a local TV 
show in October. 

* * * 


At its first birthday party, SAVANNAH 
CHAPTER (Savannah, Ga.) initiated five 
new members. During the evening a 
fashion show was presented. 

* * * 


Mrs. Florence Wilmer, well-known 
Baltimore educator, brought the mysteri- 
ous continent of Africa closer to the 
members of MONUMENTAL CHAPTER 
(Baltimore, Md.) at the October dinner 
meeting. Mrs. Wilmer has done a lot of 
“globe-trotting,” gathering material for 
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a series of research projects for the U. S. 
State Department. A surprise of the 
evening was a huge birthday cake with 
roses and seven candles! In September, 
seven new members were initiated; on 
a field trip in October members visited 
the Baltimore City Council; two eve- 
nings of volunteer work were donated to 
the National Foundation for Infantile 
Paralysis. 
* * * 

Dr. H. C. Byrd, President of the Uni- 
versity of Maryland, was the speaker at 
the Boss Night dinner of the ALGON- 
QUIN CHAPTER (Cumberland, Md.) 
on October 29. The chapter recently held 
a card party and style show, which 
proved a financial success. 

* * * 


CPS examinees were entertained with 
a reception at the O. Henry Hotel in 
Greensboro, N. C. by the O. HENRY 
CHAPTER on October 16. The following 
night the chapter had a dance at the 
Starmount Country Club. Thirteen pro- 
spective NSAers were guests at the an- 
nual membership dinner, which featured 
a Halloween theme, on October 27. Mrs. 
Angelo Ferguson, Head of the Commer- 
cial Department of the Woman's Col- 
lege at the University of North Carolina 
spoke on “Why Join a Professional Or- 
ganization?” One member's boss, Glenn 
O. McNairy, was.the satisfied winner of 
the hand-made. rug donated by Mrs. 
Beverly Hawkes. Nine members of O. 
HENRY attended the State Meeting in 
Waynesville during October. 


Csw> 


SOUTHWESTERN DISTRICT 
Mrs. BEA ARNELL 


610 East Young Street 
Tulsa, 6, Oklahoma 


Looking forward to the CPS exam- 
ination next fall) MINISA CHAPTER 
(Wichita, Kan.) is working with the 
University of Wichita to set up a spe- 
cial review and refresher course which 
will start about the middle of January 
or first of February. 

* * * 

Arrangements are being made to print 
the speech of Gladys Bauer, guest speak- 
er at a Kiwanis luncheon meeting in 
August, where members of the SANTA 
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Shown at the installation of ORANGE EMPIRE CHAPTER (Santa Ana, Calif.) are, first 












row: Mrs. Lillian Thompson; Mrs. Donis Parks; Mrs. Gloria Santangelo, Treas.; Mrs. 
Irene Czaplinski, Rec. Sec.; Mrs. Constance Frisby, Pres.; Mrs. Mary Fait, VP; Dorothy 
Morrison, Cor. Sec.; and Mrs. Margaret Dozier. Second row: Mrs. Virginia Hughes; Mrs. 
Virginia Stafford; Bonita Williams; Mrs. Ella Van Benthusen; Mrs. Elinor Hamel; Mrs. 


Alice Drake and Mrs. Ella Mae Morris. 


MONICA CHAPTER (Santa Monica, 
Calif.) were guests. Gladys spoke to a 
group of approximately 90 business and 
professional men about the origin of 
NSA and CPS. In September the chap- 
ter sponsored the fifth annual Men’s 
and Women’s Fashion Show for the 
benefit of the chapter Scholarship Fund. 
The 1953 Scholarship Award was pre- 
sented to Helen Pat Marshall. 
* * * 


HOLLYWooD CHAPTER (Hollywood, 
Calif.) honored its past presidents at 
its fifth birthday celebration in October 
at one of its earliest meeting places, the 
Hollywood Athletic Club. Mrs. Jane 
Dod, first President of the group, gave 
a history of NSA-Hollywood, and Mary 
Dinning, immediate past President, re- 
viewed the aims of NSA. 


* * * 


At the September dinner meeting, 
TRINITY CHAPTER (Fort Worth, Tex.) 
heard a talk on “Christianity in Busi- 
ness” by Edgar E. Shults, instructor in 
economics and accounting for the CPS 
review course. Three members took the 
CPS examination at Texas Christian 
University. 

* * * 

ANACACHO CHAPTER (San Antonio, 
Tex.) has introduced a new idea called 
“Double the Dollar,” with every member 
participating in a special project to 
raise funds. In October members assisted 
the City Federated Clubs with ticket 
sales for the Girls Town U.S.A. Carnival, 
as well as donating home-made pies and 
cakes and helping to serve food. The 
chapter is proud to announce that three 
members were sent to the National Con- 
vention in Seattle and two members 
were sent by their bosses to the Region- 
al Convention in Port Arthur in October. 


Because she was one of the finalists in 
the Secretary-of-the-Year contest, Vice 
President Mrs. Ruth Anderson, Hous- 
TON CHAPTER, (Houston, Tex.), was 
honored at a luncheon and presented 
with an Underwood portable typewriter. 
Ruthie is a CPS, one of the first to pass, 
and on the first try. In October, Houston 
played host to CPS examinees, about 40 
girls from the southwest district. Anoth- 
er member to be honored is former of- 
ficer Mrs. Rubys Clare, recently appoint- 
ed Deputy Grand Matron of District 4, 
Order of the Eastern Star. 


* * * 


GOLD FLAME CHAPTER (Lodi, Calif.) 
was host to the public relations repre- 
sentatives meeting for Northern Cali- 
fornia chapters on October 5, with 
Chairman Grace Dutton presiding. 


* * * 


We are sorry to report that Gladous 
Ringer Stricklen, member of ROSEBUD 
CHAPTER (Oklahoma City, Okla.) , died 
on September 26. Gladous was a charter 

* * * 
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Eleanor Brown, Civic and Special Projects 
Chairman of B1G D CHAPTER (Dallas, 
Tex.) serves as a model secretary in the 
joint office exhibit of Remington Rand 
and Gray Audograph at the Texas State 
Fair. 
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member of the chapter and generously 
contributed her time and talents in fur- 
thering its interests. Deepest sympathy 
is extended to her mother, Mrs. Isa 


October and November were busy 
months for BIG D CHAPTER (Dallas, 
Tex.). Teamed in pairs, members func- 
tioned as “Model Secretaries” in the 
model office exhibited jointly by Rem- 





Ringer, and to her family. 
* * * 


ington Rand and Gray Audograph at the 
State Fair of Texas; the Ways and Means 
Committee held a Gift Shopping Mart; 
Big D members turned salesladies at 
the annual Trash and Trinket sale for 
the benefit of Parkland Hospital Blood- 
mobile; the Chapter was hostess for the 
USO Thanksgiving Dance, providing 
and serving refreshments to some 300 
servicemen and their dates. 
* * * 


SUN AND SAGE CHAPTER (El Paso, 
Tex.) announces a change in officers. 
Mrs. Maybelle Naylor is now Treasurer, 
and Mrs. Lela Drury is Recording Sec- 
retary. The secretarial and stenographic 
sessions at the third annual Citizenship 
and Career Conference, Texas Western 
College, El Paso, will be conducted by 
Mrs. Lois Thomas, chapter President, 
and Miss Lelah Black, honorary member 
and Assistant Professor of Business Ad- 
ministration at TWC. 


With a charter membership of sixteen, 
ORANGE EMPIRE CHAPTER (Santa Ana, 





Pictured at the seventh anniversary of Los ANGELES CHAPTER are, standing: Velma 
Barnett, past Pres.; Tempa Geiger, charter member; Mrs. Vicky Hendrickson, charter 
member and past Pres.; Odette Coppock, past Pres.; Mrs. Marie Koch, Pres.; Lucille 
Miner, charter member; Inez Cederlund, charter member; and Lucy Enos, past Pres. 
Seated at the head table are Mrs. Martha Rice, Rec. Sec., and Mrs. Claire Towery, 


First VP. 





Attending the fifth annual Men’s and Women’s Fashion Show of SANTA MONICA CHApP- 
TER (Santa Monica, Calif.) are, standing: Eloise Flowers, Jack Geiger, Virginia Meiren- 
dorf, Dr. Robert Hall, Maxine Waugh, David Menley, and Lillian Gagos. Seated: Ruth 
Kearn, Gladys Bauer and Marjorie DeMeyer. 


Thirty 


Cal.) was installed by the Los ANGELES 
CHAPTER (Los Angeles, Cal.) in Sep- 
tember with State President Jo Maes 
Knoerr as installing officer. Mrs. Con- 
stance Frisby, President of the new 
chapter, was presented with an engraved 
gavel from the- Los ANGELES CHAPTER. 
The first symposium on “Human Rela- 
tions and the Secretary” was held in Oc- 
tober. 


* * * 


Horseback riding, swimming and a 
song fest were among the activities when 
Poppy TRAIL CHAPTER (Fresno, Cal.) 
honored prospective members at an an- 
nual roundup breakfast at the Wonder 
Valley Dude Ranch in October. Minia- 
ture cowboy hats were used as place 
markers and the table centerpiece con- 
sisted of flowers and a replica of a corral. 


* * * 


At the October meeting of the GiR- 
ARDOT CHAPTER (Cape Girardeau, Mo.) 
members felt that the biblical adage of 
“cast your bread upon the waters” was 
coming true when Denny Davis, Com- 
munity Ambassador in the “Experiment 
in International Living,” gave an account 
of his two months’ stay in Yougoslavia. 
It was this young man whom the chap- 
ter helped sponsor in July, by organizing 
a benefit softball game. 


* * * 


The annual fall Membership Tea held 
in October by WILL ROGERS CHAPTER 
(Tulsa, Okla.) was responsible for the 
addition of several new members. One 
member of the chapter and some pro- 
spective members took the CPS exam- 
ination in October at Wichita, Kansas. 
They presented a graphic picture of their 
impressions, fears and hopes, at a dinner 
meeting held following the exam. The 
card party held in November was suc- 
cessful, and the Ways and Means Com- 
mittee is now planning a rummage sale 
to be held soon. 


* * * 


TOWER LIGHTS CHAPTER ( Austin, 
Tex.) announces the resignation of Lutie 
Ruth Carter as Public Relations Repre- 
sentative and the election of Mrs. Mil- 
dred T. Moore to serve in her place. 


* * * 
For the second consecutive year PORT 
CHAPTER (Lake Charles, La.) awarded 


a scholarship to Elizabeth Duhon, sopho- 
more at McNeese State College. 
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Get Quick recognition 
and advancement 
... use the 


Most Advamced, 


> Feche<. Typewriter ever built! 


No matter how well trained you are asa 
typist 

...in the long run you are just about as 
accurate and fast as your equipment lets 
you be! 

The new Underwood Electric . . . even 
more beautiful than ever...is designed to 
make typing s-m-o-o-t-h, quick and re- 
laxed. You can count on it to turn out the 
kind of letters employers look for and ap- 
preciate...clear, clean better letters, 
every time. 

You’ll get even spacing between charac- 
ters, perfect alignment, clean, uniform im- 
pressions...not one of them a shade too 
light or too dark. 

The new Underwood Electric has the 
most advanced Keyboard, scientifically 
designed to minimize finger reach. It has 
the most advanced electric Margin Set. 
Functional keys of the most advanced 
type, color controlled for ease and accuracy. 
Most advanced Scales and Indicator, for 
instant paper centering, heading centering 
and carriage positioning. 
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And with an Underwood 
Electric you can get as many car- 
bons as you need... with no in- 
crease whatever in finger pressure. 

Ask to have a demonstration of this 
easy -to-type-on Underwood Electric. 
Call your local Underwood Representative 
today. 


Underwood Corporation 


Typewriters... Adding Machines... Accounting 
Machines...Carbon Paper... Ribbons 


One Park Avenue, New York 16, N. Y. 
Toronto 1, Canada 


Underwood Limited 


Sales and Service Everywhere 











Typewriter. .. Made by the Typewriter Leader of the World 
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especially for correspopdence... SO 
ERE 

HARMONIZING the color of inked ribbons with the — 

colors printed on letterheads and other correspond- 

ence is FRESH, NEW and EXCITING! The reasons why ,. 

so many firms are changing to color ribbons are end- © 

less—easier to read, attractive, modern, streamlined, 

better company name identification. All this is made 

possible ONLY because Panama-Beaver has devel- 

oped 16 brilliantly COLOR-STYLED LUSTRA inked rib- 

bons that will give your correspondence a distinctive 

dressed-up appearance you never imagined could be 

possible. There is no reason for waiting to change to 

COLOR; the LUSTRA inked ribbons are PERFECTED, 

sharp, clear, clean, long-wearing...LUSTRA is the 

FASTEST SELLING inked ribbon in the world today! 
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RESPONDENCE OF TOMORROW, CHANGE 


‘ 


\\ another Panama-Beaver first 
VL 
no guessing game either... 
In a matter of seconds your Panama-Beaver Man can 
demonstrate exactly how to COLOR HARMONIZE 
your correspondence with LUSTRA color inked rib- 
. bons. Our demonstration gives everyone in your firm 
the full impact of LUSTRA color-harmony without 
wasted time or trouble. Ask for a demonstration from 
your Panama-Beaver Man today! This deserves your 
immediate attention! 


Since 1896 the line that can’t be matched 2 al 
INKED RIBBONS —— 
CARBON PAPERS + UNIMASTERS * DUPLICATING SUPPLIES 
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